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Professional Conference Organiser based in Nicosia, Cyprus for the 2016 CEMR Congress


About CEMR

The Council of European Municipalities and Regions (CEMR) is the broadest organisation of local and regional authorities in Europe. Its members are over 50 national associations of municipalities and regions from 41 European countries. Together these associations represent some 150 000 local and regional governments.

CEMR’s objectives are twofold: to influence European legislation on behalf of local and regional authorities and to provide a platform for exchange of information and knowledge between its member associations and their elected officials and experts.

The 2016 CEMR Congress

Every four years the CEMR organises a Congress for its membership and for a wider audience of relevant partners and stakeholders. 

The CEMR Congress brings together up to 1 000 local and regional elected representatives and experts, with high-level institutional partners, from Europe and beyond, to debate key issues of the day. As such, it constitutes the main local and regional gathering in Europe, ensuring space for dynamic exchange and reflection around European policy of priority. The next edition is scheduled on 20-22 April 2016 in Nicosia, Cyprus. 

The Congress lasts three days, with high-level political debates organised in a variety of formats, on a wide range of themes.

Apply!

CEMR invites tenders based in Nicosia, Cyprus for a service contract for the handling of local logistics aspects of the organisation of the Congress. For a full description of the tender, please consult the terms of reference below.

If you wish to express your interest to submit a tender for this call, please send all required documents (see below) not later than by Friday 7 August 2015. 

Shortlisted candidates will be invited for a Skype interview mid-August. A contract is to be signed by the end of August – early September. For further information, please contact Maxime Ramon (maxime.ramon@ccre-cemr.org, +32 2 500 0545) or Marielle Combe (marielle.combe@ccre-cemr.org, +32 2 213 86 90)
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I. [bookmark: _Toc424137218]
BACKGROUND

A. [bookmark: _Toc424137219]Congress organising parties

1. [bookmark: _Toc424137220]Congress organisers

The Congress is organised jointly by CEMR and the Municipality of Nicosia, hereinafter referred to as “the host city”. Both have tasks and responsibilities that have been jointly agreed by contract. 

CEMR will be assisted in the implementation of its tasks by the Congres- en Studiecentrum VNG (CS-VNG). It was agreed that local partners could be contracted for the execution of some of the tasks falling under the responsibility of the host city.

2. [bookmark: _Toc424137221]Organisational committee 

The good implementation of the contract signed by CEMR and the host city is overseen by an organisational committee, responsible for the general coordination and timely and effective preparation of the Congress. This committee shall be co-chaired by the Mayor of Nicosia and the Secretary General of CEMR and composed by representatives of the Municipality of Nicosia, of CEMR assisted by CS-VNG, of the Union of Cyprus Municipalities, and of the other local partners involved in the preparation of the Congress.


B. [bookmark: _Toc424137222]Events

1. [bookmark: _Toc424137223]CEMR Congress 2016

Event title: “Tomorrow starts today! A Local & Regional Vision for Europe 2030”

Event venue: Filoxenia Conference Centre, Nicosia, Cyprus 

Event dates: 20 – 22 April 2016

Partners:

CEMR and the organisers will reach out to a wide range of partners to make this event as successful and inclusive as possible. Partners will be offered the possibility to organise a side-event in the morning of April 20.  

Target audience:

900 participants are expected, mainly from Europe but also beyond (e.g. Mediterranean basin), from among local and regional elected representatives and experts, European institutions, national governments, academics, and partners from civil society and the private sector. Among the participants, 200 will have a free pass (speakers, staff, etc.) and at least 600 should be paying participants.

Objectives and structure of the Congress:

The CEMR Congress will have 3 main objectives:

· Meet peers and partners 
· Learn from other’s practices and experiences
· Get inspired from leaders of local public policy and action

These 3 objectives will be reflected in the structure of the Conference, whose sessions will be structured into:

· Info sessions & speed-dating on very specific issues, where networking will be central
· Workshops to discuss, in world-café style, policies, projects and experiences already implemented at local level in preparation of Europe 2030 
· Public lectures and policy debates amplifying the political voice of our mayors and councillors in a broader debate with all our partners

Themes of sessions:

Over 30 sessions will be organised during the Congress on Europe and its local & regional governments in 2030. They will be clustered around what we believe are the 7 drivers of Europe 2030:

1. Citizenship & EU Integration
2. Governance & Leadership
3. Society & Culture
4. Economy & Finance
5. Environment, Climate & Energy
6. Knowledge, Technology & Innovation
7. Cooperation & Partnerships

Members of CEMR will be offered the opportunity to contribute to the discussions prior to the Congress, through an exercise called “Debating Europe 2030” which involves the sending of papers on any of the 7 abovementioned themes, later to be discussed during the Congress. 

In Nicosia, and through the different sessions, CEMR wants members and partners to co-define a Local & Regional Vision of Europe in 2030. This vision will ultimately be translated into a Bluebook published after the Congress.

Languages

English, French and Greek will be the main Congress languages. All Congress communication and information materials and tools are to be produced and published in these languages at least. 

Online discussion and social networks:

The CEMR Congress team will be active online prior and during the event, notably through the hashtags #cemr2016, #Europe2030 and #TomorrowStartsToday on Twitter. 

The Debating Europe 2030 exercise that CEMR will launch in 2015 will in fact already offer opportunities for members and partners to contribute prior the event. 

2. [bookmark: _Toc424137224]CEMR statutory meetings

A meeting of the Secretaries generals and Directors of CEMR member associations will be organised prior the Congress, allowing peers to get acquainted with the host city and the venue, and thereby promoting the Congress within their respective memberships. The meeting is foreseen on 4-5 November 2015 and will take place at the Nicosia Multifunctional Foundation.

A Policy Committee will be organised on the occasion of the Congress, on April 20 at the Filoxenia Conference Centre. 

The organisation of both meetings is included in the contract between CEMR and the host city. Terms of reference for each of these meetings are annexed to this document for information. 

3. [bookmark: _Toc424137225]Other meetings and parallel events

As mentioned above, Congress partners and sponsors, as well as CEMR members will be offered the possibility to organise side-events according to terms agreed by CEMR and the host city.



II. [bookmark: _Toc424137226]
TENDER SPECIFICATIONS 

A. [bookmark: _Toc424137227]Who can participate in this tender?

This procurement procedure is open to any professional conference organiser – hereinafter “the local PCO” – established in Nicosia, Cyprus wishing to bid for the assignment. 


B. [bookmark: _Toc424137228]What services are expected?

The local PCO’s mission shall be to assist CEMR and the host city in the implementation of the tasks that fall under the host city’s responsibility[footnoteRef:1], as agreed in the contract that binds them.  In particular, the local PCO shall ensure the following services are provided: [1:  Tasks of CEMR and other partners are specified in annex 3 for information.] 


1. [bookmark: _Toc424137229]Press and Communication

The local PCO shall ensure the translation into Greek and printing of the material produced by CEMR and the host city for the Congress, namely: 

· Elements of the graphic charter for the Congress (logo, and graphic elements for the presentation brochure, nametags, etc.) if so requested by the host city;
· The welcome brochure handed to the Congress participants upon their arrival at the Filoxenia Conference Centre (approximately 30 pages in A5 format printed in colour on both sides).
· Any indoor and outdoor displays and visual aids (posters, kakemonos, teardrop flags, etc.) to be placed inside and at the entrance of the venue, as well as at other strategically and highly visible areas throughout the host city;

. In addition, it will ensure: 

· The production of dynamic daily videos providing a visual montage sequence of the previous day’s Congress sessions and highlights, presented every morning at the start of the sessions. CEMR is to own the copyrights of the video coverage;
· The coverage of the event by professional photographers. The photographs shall be displayed on monitors and/or panels throughout the venue to recall key moments of the day or to provide illustrative snapshots of the participants, debates and interesting moments. CEMR is to own the copyrights of the photo coverage.

In all cases, communication work will be subject to review and approval by the host city and/or CEMR’s press and communication service.  

2. [bookmark: _Toc424137230]Programme

Though CEMR is responsible for the coordination of the programme, the host city may propose guests and speakers to be included.

The host city will be responsible for establishing the national protocol for the opening and closing ceremony of the Congress, which includes an entertainment component. 

Finally, the host city will provide technical visits and cultural excursions to Congress participants, including and especially for accompanying persons prior, during and after the Congress. Some may be payable, and not covered by the registration fee.

The local PCO shall assist the host city in ensuring some entertainment (e.g. choir, etc.) is provided at the opening ceremony, and organise technical visits and cultural excursions to be proposed to participants. 

3. [bookmark: _Toc424137231]Venue 

The Congress will take place at the Filoxenia Conference Centre, which has been booked by the host city. 

The local PCO shall ensure the venue is equipped with well-designed and comfortable spaces for participant interaction inside and outside of formal sessions, including adequate signage, digital displays for clear information with latest updates for participants, on the programme, social events, etc., with professional decoration to create an agreeable atmosphere.

A stand display area will gather information booths. Logistical aspects related to the organisation of this area will be dealt with by the host city. CEMR member associations and other stakeholders will be invited to host such stands. Highly visible booths should be reserved for CEMR, the host city, and UCM.

3.1. Meeting rooms 

The meeting halls should be equipped with all required equipment, including projectors, screens, high-quality audio coverage, high-speed wireless internet, etc.

A hall for plenary sessions with a capacity of up to 1,000 participants shall be available. It should be equipped with technical facilities and equipment for multi-language interpretation in a minimum of ten working languages. Some have already been fixed; others might be added if so requested and covered by some delegations or external sources (see point 4.2). 

Further meeting halls for at least four events in parallel shall be available, with technical facilities and equipment for multi-language interpretation in a minimum of four languages, i.e. the Congress languages.

The setting of the meeting rooms will be agreed prior the Congress, according to the space available on the venue site. Sufficient microphones shall be made available accordingly.

3.2. Other spaces

The local PCO shall ensure the setting of the following spaces at the Filoxenia Conference Centre, already made available: 

· A registration and accreditation point, which includes space with racks or tables to display a number of different Congress documents in different languages; 
· An information point to assist delegates with any logistical queries;
· A space for promotional or commercial stands and/or an exhibition should the host city wish to organise one;
· Offices for the Congress secretariat with computers with high-speed internet access, a high-speed colour photocopier and printers and additional desks to plug in laptops. This office shall be made available two days prior the event;
· A room for a possible press conference;
· An office for press representatives equipped with computers with internet access, wireless internet and areas where journalists can plug in their computers;
· A business working space including several computers with internet access, with areas where people can plug in their own computers, and with printing possibilities;
· A dedicated space with a specific background display where official photo opportunities can take place and where participants can have photos taken;
· [bookmark: _GoBack]A comfortable space for up to 10 VIP's;
· Catering facilities;
· Any additional space for any service deemed necessary by the Congress organising parties, e.g. an ATM, an emergency medical team, a travel agency, etc.

4. [bookmark: _Toc424137232]Translation and interpretation

4.1. Translation

The host city shall ensure all communication material, including the Congress programme and website, are translated in the local language. 

4.2. Interpretation 

The local PCO shall ensure the provision of high-quality simultaneous interpretation in a specified and agreed number of languages. It shall be responsible for recruiting and organising the teams of interpreters according to international standards. This includes logistics and technical assistance to delegations wishing to arrange for interpreters at their own cost, where appropriate and practical.

The meeting room for plenary sessions shall have simultaneous interpretation in a minimum of six languages, i.e. English, French, Greek, Spanish, Italian and German. Other languages shall be agreed by the Congress organisers, according to the size of the national delegations registering to participate. If there are more than six languages requested, the cost of the extra language will be borne by the delegation who demands them or by other external sources.

Parallel sessions shall have simultaneous interpretation in a minimum of four languages, with the flexibility to go up to six languages, to be determined with CEMR, according to the languages of confirmed speakers and delegations. If there are more than four languages requested, the cost of the extra language will be borne by the delegation who demands them or by other external sources.

5. [bookmark: _Toc424137233]Human resources 

The local PCO shall be responsible, in addition to providing the teams of interpreters, for all local resources – possibly students and volunteers – necessary for the organisation, preparation, smooth running and finalisation of the Congress including:

· A welcome team at Larnaca and Paphos airports to guide delegates to the transfer service and provide other local useful information;
· A multilingual registration and information team available for the duration of the event to assist delegates with registration and practical questions;
· A team of technicians in charge of setting up all conference and meeting halls according to the agenda, including signage, nameplates, documents, publications and supporting audio/video presentation facilities;
· A team ensuring professional photo and video coverage (see above).

6. [bookmark: _Toc424137234]Services to participants

The local PCO shall ensure the following services are provided: 

6.1. Catering

The local PCO shall ensure the following meals and functions:

· Lunches over three days (first day lunch of limited size for participants at the CEMR Policy Committee and particular guests, second and third day lunches for all Congress participants); 
· Coffee breaks over three days (first day of limited size for participants at the CEMR Policy Committee and particular guests, second and third day for all participants); 
· An opening evening reception (“Cypriot evening”) on 20 April;
· A gala dinner on 21 April.

6.2. Accommodation and transport

The local PCO shall facilitate and negotiate special prices and arrangements to Congress participants in a wide range of hotels. Pre-bookings might be required to this end. 

The local PCO shall also ensure and manage necessary transport arrangements, including:

· Transfers from Larnaca and Paphos airports at arrival and departure 
· Daily shuttles to and from hotels and venues 
· A pool of chauffeur-driven cars for use by VIPs, the number of which will be communicated 10 days prior the Congress at the latest

Both services shall be centralised and offered to participants through a single online system, the link of which shall be provided on the Congress website in order for participants to organise their stay accordingly. 

Registration and travel arrangements will be handled separately. However, the local PCO and CS-VNG, which is responsible for the registration of participants (see Annex 3), shall cooperate whenever needed to guarantee a fluid flow of information on participants’ stay in Nicosia. 

6.3. Delegate packs

The local PCO shall ensure the preparation and distribution of delegate packs for all Congress participants to receive upon registration. All material will be produced in accordance with the Congress visual identity. These will include: 

· The welcome brochure (see above); 
· Information on study visits cultural excursions and social programme;
· Information on airport/station transfers and on daily shuttles;
· Local welcome pack (e.g. city information, map, practical guide, agenda of events, information on local public transport, sights etc.);
· A souvenir gift from the host authority and/or sponsors given as a tradition;
· Pen and paper or notepad.



6.4. Security and emergency

The local PCO shall organise the necessary security and medical services during the entire Congress with the national authorities of Cyprus.

7. [bookmark: _Toc424137235]Follow-up

After the Congress, the local PCO and the host city shall ensure all follow-up activities in close cooperation with CEMR. These may include a collection of videos, photographs and recordings as well as a national press review.

8. [bookmark: _Toc424137236]CEMR statutory meetings

The local PCO shall assist the host city in the organisation of the two following statutory meetings of CEMR, taking place on the road to the Congress.

8.1. Secretaries generals and Directors

A meeting of the Secretaries generals and Directors of CEMR member associations will be organised prior the Congress, allowing peers to get acquainted with the host city and the venue, and thereby promoting the Congress within their respective memberships. The meeting is foreseen on 4-5 November 2015 and will take place at the Nicosia Multifunctional Centre, made available by the host city.

Interpretation shall be provided in English and in French. A welcome reception or dinner is to be provided on the first day, and a lunch on the second day. 

For more detailed information, please refer to Annex 4.

8.2. Policy Committee

A Policy Committee will be organised on the occasion of the Congress, on April 20 at the Filoxenia Conference Centre. 

The Policy Committee meeting shall have simultaneous interpretation provided in a minimum of six languages, including English, French, Spanish, Italian and German. If there are more than six languages requested, the cost of the extra language will be borne by the delegation who demands them or by external sources. Meals arranged are specified in 6.1.

For more detailed information, please refer to Annex 5.


C. [bookmark: _Toc424137237]What financial arrangements?

The selected PCO shall be offered a contract covering the period of preparation, implementation and follow-up of the Congress (approx. 9 months). 

The tender covers both the costs incurred for each of the tasks and services specified above and the operational costs (working fees) of the local PCO. 

CEMR will pay the local PCO according to the following calendar: 

· Two months prior to the Congress (at the latest): 50% of the working fees and a 20% deposit for the costs of the tasks and services 
· After the Congress: the remaining 50% of the working fees and the final invoice of tasks and services (to be provided in English within 30 days after the Congress, and upon agreement by all parties).

The selected PCO shall liaise with and respond to the host city and CEMR for the good implementation of all tasks and services specified in this tender. 


D. [bookmark: _Toc424137238]What documents are required to respond?

In order to be validly considered, interested parties must fill in: 

1. Fill in the form available in Annex 1 to present the PCO, its experience and views on how to successfully organise the CEMR Congress 2016
2. Fill in the spreadsheet in Annex 2 to estimate the costs in Euros of the items included in this tender. The spreadsheet follows the budget structure approved by CEMR and the host city.
3. Provide a financial statement of the two previous years. 

All documents must be sent by email to Maxime Ramon (maxime.ramon@ccre-cemr.org) and Marielle Combe (marielle.combe@ccre-cemr.org, +32 2 213 86 90) before 7 August 2015, midnight. 

Shortlisted candidates will be invited for a Skype interview mid-August. A contract is to be signed by the end of August – early September.



III. [bookmark: _Toc424137239]
ANNEXES

[bookmark: _Toc424137240]Annex 1. Presentation of the PCO

	Name of the PCO


	



	Address


	



	Contact person


	



	Email


	



	Phone


	



	Webpage


	



	Working languages


	



	Total number of staff and number of available for the CEMR Congress 2016


	



	Please provide a short description of the PCO (Maximum ½ page)


	
















	Outline up to 3 recent activities that highlight your experience in professional event organisation – including size, services provided, venue, etc. 


	

















	Outline your ways to contribute to the successful organisation of the CEMR Congress 2016 (Maximum ½ page) 


	




















[bookmark: _Toc424137241]
Annex 2. Local PCO Budget for CEMR Congress 2016

	 
	Expenses
	Unit type
	Number of units
	 Price/
unit 
	Total Price 

	 
	 
	 
	 
	 
	 
	 

	1
	Press and communication (Nicosia) 

	1.1
	Welcome brochure
	 
	 
	 
	 
	 

	1.1.1
	Translation into Greek
	hours
	 
	12
	 
	 

	1.1.2
	Printing
	per item
	 
	900
	 
	 

	1.2
	Additional communication material produced in Nicosia
	 
	 
	 
	 
	 

	1.2.1
	Printing of poster 
	per item
	 
	 20
	 
	 

	1.2.2
	Printing of kakemono (roll-up)
	per item
	 
	 8
	 
	 

	1.2.3
	Printing of teardrop flags
	per item
	 
	 10
	 
	 

	1.3
	Daily video
	Lump sum
	 
	 
	 
	 

	1.4
	Daily photo coverage
	Lump sum
	 
	 
	 
	 

	1.5
	Welcome booths at airports
	Lump sum
	 
	 
	 
	 

	1.6
	Support translation for Congress website and other material
	hours
	 
	 15
	 
	 

	 
	 
	 
	 
	 
	 
	 

	2
	Venue

	2.2
	Renting of technical equipment & technicians
	Lump sum 
	 
	 
	 
	 

	2.2.1
	Audio/Interpreting
	 
	 
	 
	 
	 

	2.2.2
	Video/Screens/Panels/Displays/TVs
	 
	 
	 
	 
	 

	2.2.3
	Computers/Printers/Scanners/Photocopiers
	 
	 
	 
	 
	 

	2.2.4
	Microphones
	 
	 
	 
	 
	 

	2.2.5
	Technicians
	Days/Technicians
	3
	4
	 
	 

	2.3
	Wireless internet
	Days
	 
	3
	 
	 

	 
	 
	 
	 
	 
	 
	 

	3
	Services and programme

	3.1
	Interpretation services
	
	
	
	 
	 

	
	Plenary Room (incl. Policy Committee on 20/4)
	Day/Languages
	3
	6
	
	

	
	Parallel Rooms (4)
	Day*Room/Languages
	8
	4
	
	

	3.2
	Cultural programme
	 
	 
	 
	 
	 

	3.2.1
	Study visits - buses
	Buses
	 
	10
	 
	 

	3.2.2
	Cultural excursions
	Buses
	 
	10
	 
	 

	3.3
	Decoration of the venue
	Lump sum
	 
	 
	 
	 

	3.4
	Flowers for guests and speakers
	Bouquet
	 
	8
	 
	 

	3.5
	Transport
	
	
	
	
	

	3.5.1
	Airport shuttles for arrival/departure
	Buses
	 
	50
	
	

	3.5.2
	Daily shuttles to/from the venue and hotels
	Day/Buses
	3
	24
	
	

	3.5.3
	VIP car service
	Cars
	 
	10
	
	

	3.6
	Online system for participants’ travel arrangements
	Lump sum
	
	
	
	

	
	
	
	
	
	 
	 

	4
	Food & Beverages

	4.1
	Lunches
	 
	 
	 
	 
	 

	4.1.1
	Day 1 (Members of Policy Committee only & staff)
	PAX
	 
	180
	 
	 

	4.1.2
	Day 2
	PAX
	 
	900
	 
	 

	4.1.3
	Day 3
	PAX
	 
	900
	 
	 

	4.2
	Coffee breaks
	 
	 
	 
	 
	 

	4.2.1
	Day 1A (Members of Policy Committee only & staff)
	PAX
	 
	180
	 
	 

	4.2.2
	Day 1B (All*1)
	PAX
	 
	900
	 
	 

	4.2.3
	Day 2 (All *2)
	PAX
	 
	1800
	 
	 

	4.2.4
	Day 3 (All *1)
	PAX
	 
	900
	 
	 

	4.2.5
	Running coffee Day 2
	Lump sum
	 
	900
	 
	 

	4.2.6
	Running coffee Day 3
	Lump sum
	 
	900
	 
	 

	4.3
	Opening reception ('Cypriot evening')
	 
	 
	
	 
	

	4.3.1
	Food & Beverages
	PAX
	 
	900
	 
	 

	4.3.2
	Entertainment
	Lump sum
	 
	 
	 
	 

	4.4
	Gala dinner
	 
	 
	 
	 
	 

	4.4.1
	Food & Beverages
	PAX
	 
	900
	 
	 

	4.4.2
	Entertainment
	Lump sum
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 

	5
	Delegate packs 

	5.1
	Bags
	PAX
	 
	900
	 
	 

	5.2
	Notepads
	PAX
	 
	900
	 
	 

	5.3
	Pens
	PAX
	 
	900
	 
	 

	5.4
	Lanyards
	PAX
	 
	900
	 
	 

	5.5
	Nametags
	PAX
	 
	900
	 
	 

	5.6
	Souvenirs
	PAX
	 
	900
	 
	 

	 
	 
	 
	 
	 
	 
	 

	6
	Operational support 

	6.1
	Fees Local PCO
	Lump sum 
	 
	 
	 
	 

	6.2
	Hostesses on site
	Day/PAX
	3
	12
	 
	 

	 
	 
	 
	 
	 
	 
	 

	
	TOTAL
	 
	 
	 
	
	




[bookmark: _Toc424137242]Annex 3. Tasks and responsibilities of the other Congress organising parties

A. Council of European Municipalities and Regions

CEMR acts as organiser of the Congress and it shall maintain the right of decision on the political programme’s content, and, generally of oversight of the Congress preparations. In particular, it is in charge of the following:

1. Programme and promotion. The themes and the programme of the Congress are defined by CEMR in close cooperation with the host city and UCM. CEMR will work with its national sections and associations to ensure a very wide promotion of the Congress through its network of members and partners at European and international level. 

1. Preparation of the Congress. CEMR is particularly responsible for:

· Follow-up of the preparation of the topics and agenda of the working sessions and maintaining contact with the session leaders, speakers and rapporteurs.
· Defining with the organisers all aspects related to press and communication.
· Approving the final list of participants.
· Preparing and following-up the outcome of the Congress.

1. Invitations: CEMR is responsible for inviting:

· Speakers, chairs and moderators;
· Special guests and keynote speakers;
· European affairs journalists (minimum of 2 of whom shall participate free of charge).

1. During the Congress. In addition to the general supervision of the state of preparation and proceedings throughout the Congress, CEMR shall in particular take on responsibility for:

· Amendments and finalisation of documents;
· Supervising the production of the daily video;
· Protocol, in accordance with the etiquette of the host country,
· Liaison with the specialised European affairs press.

1. Follow-up. After the Congress, CEMR takes on responsibility for:

· Letters of thanks to the guests;
· International press releases;
· Dissemination of the Congress outcome.


B. CS-VNG

CEMR will be assisted by CS-VNG for the implementation of its tasks and the good preparation of the Congress. 

Working arrangements between CEMR and CS-VNG are to be agreed in a separate contract. That being said, CS-VNG has been requested to:

1. Create and manage a website with video capacity dedicated to the Congress. This website will be the primary tool for communication, promotion and registration of the event. The website will be translated at least in the Congress languages. Launch of the website is expected 10 months prior the Congress at the latest and registration 8 months before. CEMR must have full access to the website content management system and be able to add news items, pictures, videos, etc.

2. Create and manage a mobile version of the above-mentioned website and/or a specific Congress, translated at least in the Congress languages.

3. Create a user-friendly online registration system, which allows regular sharing of registered guests with the CEMR Secretariat and if agreed so, with links to the reservation system of hotel rooms; and coordinate registration of Congress participation on site during the event.

4. Create and send electronic announcements in a wide range of languages to be agreed with CEMR that CEMR and the host city can disseminate to promote the Congress.

5. Produce, and in cooperation with the host city and CEMR, a dynamic promotional video of one to two minutes to attract people to the Congress and Nicosia. It should briefly introduce the main themes of the Congress and present the host city and CEMR. It shall be produced in the Congress languages.


C. Union of Cyprus Municipalities

The CEMR national section and/or association(s) of the country in which the Congress, i.e. the Union of Cyprus Municipalities, is closely associated to the organisation of the Congress. 

In particular, it will be involved in: 

1. Preliminary arrangements with the host city, including securing the main venue of the Congress;
2. Finances, including helping secure sponsorships, partners and any kind of support for the Congress;
3. Programme, including proposing speakers and sessions;
4. Promotion of the Congress in Cyprus and with the association’s partners and peers, including the twin towns of Cyprus municipalities;
5. Press and communications, including securing a wide media coverage of the event at national level.
6. Any additional task agreed with CEMR and the host city.





[bookmark: _Toc424137243]Annex 4. Terms of reference for the organisation of a meeting of Secretaries general and Directors of CEMR member associations

The meeting of Secretaries General and Directors of CEMR member associations is held usually over two half days (afternoon of first day and morning of the second day). On occasion it can be one full day.

The local organisers (national association, town, region) agree to supply CEMR with the various elements listed below for the meeting of Secretaries General and Directors:

Venue

A meeting venue with a meeting hall able to hold a minimum of 50 people, ideally in a "roundtable" setting. If such arrangement is not available, a "classroom" setting could be arranged with work tables available for the participants. An "amphitheatre" setting without working tables for participants is not suitable.

The venue should be accessible to members of the Secretariat General from the morning of the meeting (if held over two half-days) or from the eve of the meeting (if held over one full day).

The venue is to be equipped with a screen visible to all participants and data beamer connected to a laptop, capable of slide presentation. Upon request and/or confirmation by the Secretariat General, full video presentation capabilities with sound may be required.

The meeting hall is to be equipped with a sound system for speaking and interpretation. Participants' desk should ideally be equipped with individual microphones, but these could be shared among two or three participants. A roaming microphone should be available.

The venue should include, an office for the Secretariat General, equipped with a computer with internet connection, connected printer and a suitable photocopier. Preferably, the venue and the office should include access to electricity and internet connection (preferably wireless) where portable computers may be plugged-in.

Drinking water should be provided at the table and, if present, at the presidency table and/or speakers' table or pulpit.

Other available facilities should include:

· Desks outside the meeting room for registration and documents;
· Space for roll-ups and printed communication materials;
· Cloakroom for garments and suitcases;

Interpretation

Secretaries General and Directors meetings are normally interpreted simultaneously in a minimum of two languages, in addition to the local language usually used as a pilot-language (the choice of the pilot language is up to the interpretation providers). The interpretation arrangements are the responsibility of the local organisers. The languages usually include English and French. However, it is to be checked with the Secretariat General in good advance whether additional languages would be requested.

According to the final number of interpreted languages, the meeting hall is to be equipped with interpreters' cabins, audio transmission systems and users' headphones.

Logistics

The local organisers will indicate the exact venue of the meeting in good advance. The description should include details on how to access the venue, including the exact address, description of means of local transport, protocol or security arrangements if any, as well as any relevant supplementary information.

Similar details are to be provided about the venues of the social programme, dinner, meeting times and locations, times and locations of transfers, if any.

A list of suitable hotels with sufficient capacity and good connection to the venue should be provided. Reservations can be entrusted to an agency. Reservations and payments are made directly by the delegates or their national associations. It is suggested to negotiate reduced or preferential rate with 2–3 hotels of different rating in order to gather all delegations in the same premises.

Social programme

If held typically over two half-days, the programme offered to the participants should include:

· coffee breaks (coffee, tea, drinking water) throughout the meeting, as agreed, but usually one coffee break in the afternoon of the first day and one coffee break in the morning of the second day;
· a reception / dinner at the end of the first day;
· a light lunch / buffet on the second day;

Proposals or arrangements for study visits or tourist visits for the weekend prior to the meeting, or following the meeting, could also be made.

Miscellaneous provisions

Work documents. Approximately 10 days before the meeting the organisers will receive the work documents. Participants will be invited to bring their own documents, but additional printed copies are to be made available by the organisers in numbers agreed with the Secretariat General. Usually these include working documents (10–15 copies in English, 5–10copies in French) as well as other documents. The organisers will also be responsible for transmitting the working documents to the interpreters.

Dispatch of documents and materials

Exceptionally, documents or materials will be sent by the Secretariat General by post or courier service to the venue. If this is the case, the organisers are asked to provide the following

· Postal mailing address.
· Contact person to receive the delivery.
· Office hours of the contact person to receive the delivery from the courier service.
· Mobile phone number of the contact person to receive the delivery.

Occasionally, the organisers will be asked to send materials back to the Secretariat General. In this case, please use the following address:

Pierre Vander Auwera
Council of European Municipalities and Regions
Square de Meeûs 1, 5th floor
1000 Brussels
BELGIUM

Office hours: 09:00–18:00
Tel.: +32 2 511 7477

Contact persons

The local organisers should nominate a contact person who will be the main point of contact for the CEMR Secretariat General. The e-mail address and mobile phone number are to be provided.

The local organisers will also provide other contact details (e-mail address and mobile phone number) for all persons who will be responsible for the organisation and logistics, and whom the Secretariat General might need to contact during the meeting, such as meeting hall manager, computer and network technicians, audio technician, bus or car drivers, managing interpreter, etc.
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Annex 5. Terms of reference for the organisation of a meeting of the CEMR Policy Committee

The meeting of the Policy Committee of CEMR is held usually over two half days (afternoon of first day and morning of the second day). On occasion it is instead over one full day, or one full day and one half day.

The local organisers (national association, town, region) agree to supply CEMR with the various elements listed below for the meeting of the Policy Committee:

Venue

A meeting venue (if possible prestigious) with a meeting hall able to hold a minimum of 150 people, in a "classroom" setting (not an amphitheatre), with work tables available for the members of the Policy Committee. Please note, that the Policy Committee has 175 members, who might all be present for important meetings, such as elections or particular decisions!

The venue should be accessible to members of the Secretariat General from the eve of the meeting, and over the day(s) of the meeting.

The venue is to be equipped with a screen visible to all participants and data beamer connected to a laptop, capable of slide presentation as well as full video presentation with sound.

The meeting hall is to be equipped with a sound system for speaking and interpretation. The Presidency desk should be equipped with individual microphones. Participants' desk should ideally be equipped with individual microphones, but these could be shared among two or three participants. One or two additional roaming microphones should be available.

The venue should include, an office for the Secretariat General, especially for important meetings. The office should be equipped with a telephone, computer(s) with internet connection, printer, fax and a suitable photocopier. It should include additional desks with access to electricity and internet connection (preferably wireless) where portable computers may be placed.

Drinking water should be provided at the Presidency table and, if present, at the speakers' table or pulpit.

Other available facilities should include:

· Desks outside the meeting room for registration and documents;
· Space for roll-ups and printed communication materials;
· Cloakroom for garments and suitcases;

Interpretation

Policy Committee meetings are normally interpreted simultaneously in a minimum of five languages, in addition to the local language used as a pilot-language. The interpretation arrangements are the responsibility of the local organisers. The languages usually include English, French, German, Italian and Spanish. However, this is to be checked with the Secretariat General in good advance.

Occasionally, and according to technical possibilities, one to three other languages are included at the cost of the requesting delegation, usually Turkish, Greek and/or Polish.
According to the final number of interpreted languages, the meeting hall is to be equipped with interpreters' cabins, audio transmission systems and users' headphones.

Logistics

The local organisers will indicate the exact venue of the meeting in good advance. The description should include details on how to access the venue, including the exact address, description of means of local transport, protocol or security arrangements if any, as well as any relevant supplementary information.

Similar details are to be provided about the venues of the social programme, dinners, meeting times and locations, times and locations of transfers, if any.

A list of suitable hotels with sufficient capacity and good connection to the venue should be provided. Reservations can be entrusted to an agency. Reservations and payments are made directly by the delegates or their national associations.

Social programme

The programme offered to the participants should include:

· coffee breaks (coffee, tea, drinking water) throughout the meeting, as agreed, but usually one coffee break in the afternoon of the first day and one coffee break in the morning of the second day;
· lunch / buffet on the first day;
· an official reception / dinner at the end of the first day;
· a lunch / buffet on the second day;

Proposals or arrangements for study visits or tourist visits for the weekend prior to the meeting, or following the meeting, could also be made.

Miscellaneous provisions

Work documents. Approximately 10 days before the meeting the organisers will receive the documents for printing or photocopying. Participants will be invited to bring their own documents, but additional printed copies are to be made available by the organisers in numbers agreed with the Secretariat General. Usually these include working documents (30–40 copies in English, 20–30 copies in French) as well as other documents. The organisers will be responsible for transmitting the working documents to the interpreters.

Vehicles. If required, one vehicle may be requested for the President, where needed.

Additional equipment. Upon request by the Secretariat General, the local organisers will provide additional equipment as necessary for the meeting, such as ballot boxes and ballot papers, etc.

Dispatch of documents and materials

Documents or materials will be sent by the Secretariat General by post or courier service to the venue. The organisers will provide the following

· Postal mailing address.
· Contact person to receive the delivery.
· Office hours of the contact person to receive the delivery from the courier service.
· Mobile phone number of the contact person to receive the delivery.

After the meeting, the organisers will send the materials back to the Secretariat General to the following address:

Pierre Vander Auwera
Council of European Municipalities and Regions
Square de Meeûs 1, 5th floor
1000 Brussels
BELGIUM

Tel.: +32 2 511 74 77

Contact persons

The local organisers should nominate a contact person who will be the main point of contact for the CEMR Secretariat General. The e-mail address and mobile phone number are to be provided.

The local organisers will also provide other contact details (e-mail address and mobile phone number) for all persons who will be responsible for the organisation and logistics, and whom the Secretariat General might need to contact during the meeting, such as meeting hall manager, computer and network technicians, audio technician, bus or car drivers, managing interpreter, etc.







      Contact

Maxime Ramon
Adviser – Statutory Affairs 
Tel. + 32 2 500 05 45
Maxime.ramon@ccre-cemr.org

About CEMR

The Council of European Municipalities and Regions (CEMR) is the broadest organisation of local and regional authorities in Europe.  Its members are over 50 national associations of municipalities and regions from 41 European countries.  Together these associations represent some 150 000 local and regional authorities.

CEMR’s objectives are twofold: to influence European legislation on behalf of local and regional authorities and to provide a platform for exchange between its member associations and their elected officials and experts.  

CEMR is the European section of United Cities and Local Governments (UCLG), the worldwide organisation of local government.

www.ccre.org
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