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COUNCIL OF EUROPEAN MUNICIPALITIES AND REGIONS

European Section of United Cities and Local Governments
25th GENERAL ASSEMBLY OF CEMR

( 2012 (
TERMS OF REFERENCE
The aim of this document is to serve as a general guideline in view of establishing the contract for the organisation of the 25th General Assembly of CEMR, which takes place in 2012. The host city or region of the 25th General Assembly of CEMR is due to be nominated by the CEMR Policy Committee on 22nd April 2009.

The Council of European Municipalities and Regions and the relevant national section or association(s) of local/regional authorities act as co-organisers of the General Assembly with the host city or region.

I.
THE ORGANISATIONAL COMMITTEE

1.
The organisational committee 

The preparations for the General Assembly are overseen by an organisational committee including:

· the mayor of the host city / president of the host region, or his/her nominee, who is the co-chair of the organisational committee,

· the President of CEMR, or his/her nominee, who is the co-chair of the organisational committee 

· A member designated by the relevant national section or association(s) of local/regional authorities,

· The Secretary General of CEMR.

The committee is responsible for the general co-ordination during the preparatory phase leading up to the congress. Its main tasks are to:

· Approve and supervise the budget of the General Assembly (including registration fees, subject to their approval by CEMR’s Policy Committee),

· supervise the general organisation process,

· oversee the public relations communications policy.

2.
The executive secretariat

The organisational committee is supported by an executive secretariat, whose main task is to implement decisions taken, and ensure that progress is being made in preparation for the General Assembly.

Among the principal roles of the executive secretariat is the supervision of tasks distributed among the various partners, and relations with the different service provision companies.

The executive secretariat consists of members appointed by the host city/region, by CEMR and by the relevant national section/association. The minutes of the organisational committee meetings are to be sent to all members of the secretariat within ten days following each meeting.

II. THE DISTRIBUTION OF TASKS

A.
The host city/region

The host city/region makes the commitment to take on the practical implementation involved in organising the General Assembly, and shall be the ultimate and sole party responsible for financing the congress.

More particularly, it has made the commitment to:

1.
Make available a team led by a liaison officer, able to dedicate a significant amount of time from the outset, and in particular to invest at least half of her/his time during the six months preceding the General Assembly to the organisation of the congress. This liaison officer will be backed by an appropriate team, thus enabling constant supervision of the state of preparations for the General Assembly. A retro-planning of general organisation will be drawn up to this effect and will be approved by the organisational committee. It will serve as a document of reference for the organisational committee.

2.
Provide a representative of its press and communication service to work in close cooperation with CEMR’s press service throughout the duration of the General Assembly on all aspects of press and communication, including liaison with local, regional and national press, and contributing as necessary to the production of the daily newsletter.

3.
Propose a graphic charter for the General Assembly (logo, presentation brochure, pre-programme, etc.), which must be approved by CEMR.

4.
Create and manage a website dedicated to the general assembly. The website will be in three languages minimum (English, French, national language(s) of the host ); its graphic and navigational aspects will have to be approved by CEMR prior to its launch. The host city commits itself to updating it in all languages within 48 hours of CEMR informing it of new information to be featured on the website.


In addition to web promotion, and also after close consultation with CEMR, the host city/region is responsible for printing at least 2 high-quality congress announcements: a first announcement brochure at least one year prior to the General Assembly, and a second announcement brochure including more practical details at least 4 months prior to the congress.  The host shall be responsible for printing and circulating adequate numbers of the announcements, including to CEMR and the national associations, in a broad range of languages (as agreed between the host and CEMR).

5.
Be responsible for the registration process of the congress, in liaison with CEMR.

6.
Make available good quality facilities for the congress, for a period of four days in 2012. The venue should provide satisfactory conditions for the work to be carried out during the General Assembly, and its related meetings (including the CEMR Policy Committee) and particularly, the availability of halls at the same location for the working sessions, facilities for setting up stands and a secretariat, a press office and various other services, (e.g. banks, telecommunications, emergency medical centre, travel agency, catering service [lunch and dinner], etc.).


The host city/region undertakes to take on responsibility for providing the necessary facilities, decorations, signs and panels. A technical team with one appointed representative will take care of any issues related to the venue.

7.
Ensure the provision of high-quality interpretation for the main sessions in at least six languages. Apart from English, French and German, the other languages shall be decided upon, following discussion between the host and CEMR, according to the size of the national delegations. The host city/region shall be responsible for recruiting the teams of interpreters (and nominating a team leader), according to international standards, and within the framework of the adopted budget.

8.
Be responsible, in addition to providing the teams of interpreters, for all human resources and equipment necessary for organising the debates, and in particular:

· a note-taking team responsible for the minutes of all sessions, throughout the duration of the Assembly, 
· the organisation of a daily General Assembly “newsletter” in at least three languages (3 issues) [see paragraph 9 below],

· a printing service concerned with the reproduction of documents (day and night), 

· a team of conference assistants,

· a team ensuring professional photo and video coverage; CEMR, the host city/region and the national association to jointly own copyrights, with a licence to CEMR’s members to use free of charge for their own purposes.
· recording debates,

· technical workers.


One representative shall be appointed as the sole liaison officer for the various teams.

9.
Provide, as regards the daily newsletter, a team of two to three translators for production, and make arrangements for the layout work, printing (+/- 1,000 copies) and early morning delivery of the newsletter. The newsletter will consist of four A4 full colour pages. All graphic and logistical aspects are to be approved by CEMR.

10.
Organise or delegate to an agency the administration of hotel reservations within the city itself, or in an area within close proximity. The rooms will be compatible with the needs of the Sections and travel agencies.

11.
Select the different agencies or companies specialised in providing the necessary services for the successful organisation of the Congress.

12.
Provide a pack for the congress participants


The host city/region shall, in consultation with CEMR, provide good quality packs for the participants which, apart from basic local information, should include:

· the definitive programme for the General Assembly (the final corrected proof for printing shall be approved by CEMR)

· the list of participants. (The final corrected proof for printing shall be approved by CEMR)

· other relevant conference papers

· a souvenir gift given as a tradition


The host city/region shall jointly decide with CEMR in regard to any additional documents to be included in the information pack for the participants.

13.
Provide the following services for the delegates:

Within the framework of the adopted budget, the host city/region undertakes to provide the following services, covered by the registration fees:

· all lunches over three days (first day lunch of limited size, second and third day lunches for all congress participants),

· an opening reception,

· a gala evening,

· study visits or cultural excursions.


In addition, a special programme for accompanying persons (included in the registration fees), and a programme of excursions pre- and post-congress shall be organised (which may be payable by those taking part, independently of the congress registration fees).

14.
Make the necessary transport arrangements including:
· shuttles and bus services for the participants’ transport needs as of their arrival (airport - hotels - the congress centre - working sessions),

· a “pool” of 10 chauffeur-driven cars (five for the use of VIPs), ensuring transport for special guests and section leaders throughout the congress. The administration of this “pool” shall be taken on in close liaison with CEMR.

15.
Organise an exhibition


If it so wishes, the host city/region may organise a commercial exhibition in order to maximise resources. The conditions are to be discussed beforehand with CEMR.

B.
The national associations of local/regional authorities

The CEMR national section and/or association(s) of the country in which the congress is to be held is the co-organiser and part of the organisational committee. 

It is mainly involved in:

1.
Preliminary negotiations and follow-up with the host city/region in liaison with the Secretariat General:

· the general budget of the General Assembly,

· the amount of registration fees,

· exemptions from registration fees granted to VIPs and CEMR (Secretariat General and national Sections).


The national section/association shall take on responsibility for endeavouring to obtain the necessary national financing (in particular, from the State) and inquiring into the possibility of obtaining EU or other financing.

2.
Active participation in the elaboration of the programme in close liaison with the Secretariat General.

3.
Participation in the decisions concerning communications policy.

4.
The national section/association shall also ensure that CEMR’s members are kept continually informed of the state of preparation, particularly by guaranteeing its presence at all CEMR statutory meetings.

5.
Intensive promotion of the congress, targeting local/regional authorities nation-wide. The host country and city/region should endeavour to guarantee that at least 20% of those taking part are from that country.

6.
Follow-up of the logistic organisation in collaboration with the organisers. This requires the appointment, during the six months prior to the congress, of a liaison officer within the national association, with decision-making powers.

7.
Ensure nation-wide press and media coverage.

C.
The Council of European Municipalities and Regions


CEMR acts as co-organiser of the General Assembly in close liaison with its different national sections.

1.
Setting themes and defining the programme


The themes and the programme of the General Assembly are defined by CEMR’s governing bodies in close co-operation with the host city/region and host section/association(s).

2.
Translation and distribution of the programme


The pre-programme shall be drawn up by the Secretariat General of CEMR and distributed in Europe by the intermediary of the host city/region and the national sections/associations in different languages.

3.
Invitations


CEMR shall take on responsibility for inviting:

· speakers, chairs and moderators

· European special guests,

· European journalists.

4.
Participation and registration


CEMR will work with its national sections and associations to ensure a very wide distribution of the programme. As regards registration, CEMR will co-operate with the congress’ executive secretariat, who are responsible for the registration process.

5.
Work preparations


CEMR is closely involved in:

· follow-up to the preparation of the working sessions and maintaining contact with the session leaders, speakers and rapporteurs,

· all aspects related to press and communications,

· drawing up the list of participants: CEMR gives its approval of the list distributed to the participants,

· preparing and following-up the work carried out by the resolution committee.

6.
Organisation during the Congress


Apart from the general supervision of the preparations, throughout the Congress activities, CEMR shall take on responsibility for the:

· amendments and finalisation of documents,

· where necessary, checking of translations,

· the production of the daily newsletter (3 issues), with CEMR providing the copy, and the host city/region ensuring the printing, financial and other resources and support,

· supervision of the distribution process of documents.


CEMR shall also supervise:

· overall organisation,

· protocol, in accordance with the etiquette of the host country,

· reception of participants,

· organisation of national stands,

· liaison with the European press.

7.
Follow-up after the congress


CEMR takes on responsibility for:

· letters of thanks to the guests,

· international press releases,

· distribution of resolutions.

The host city/region will transmit to CEMR a national press review on the General Assembly.

8.
Exemption from registration fees


The budget for the General Assembly shall make provision for a certain number of exemptions from registration fees for special guests and speakers. Granting these exemptions (the number of which is to be set by the organisational committee), shall be decided upon by CEMR, in liaison with the host city/region and the national associations of local/regional authorities.

9.
Financial contribution of the organisers to CEMR


In order to cover the costs of the various tasks taken on by the Secretariat General, CEMR will receive a financial contribution from the host city/region on the basis set out in the annex.

10.
Sponsors


Either the host or CEMR may propose that one or more official sponsors of the congress be designated, normally where they will commit to provide a significant financial or equivalent contribution.  The involvement of such sponsors shall be subject to agreement between the host and CEMR, on the basis that agreement shall not be withheld unless some important interest of either is affected by the sponsorship proposal.
ANNEX 1

FINANCIAL CONTRIBUTION OF THE HOST CITY/REGION OF THE CEMR GENERAL ASSEMBLY

The host city/region of the General Assembly shall pay a financial contribution to CEMR according to the following guidelines:

1.
REMUNERATION OF CEMR

The remuneration of CEMR has a set part and a variable part.

The host city/region will pay CEMR the set amount of 32,000€ (estimate based on previous revenue) according to the following calendar:

· December 2010: 16,000 €

· December 2011: 16,000€

Furthermore, CEMR will receive a set sum per delegate registered for the congress, an amount which is to be negotiated with the host city/region.

2.
ADMINISTRATIVE COSTS

In order to cover the administrative costs incurred by the executive secretariat within the preparation of the framework of the General Assembly, the host city/region will cover the costs of expenses (travel and accommodations) resulting from the following:

· one visit by a staff member to the site in 2010

· two visits by a staff member to the site in 2011

· two visits by a staff member to the site in 2012

the presence of five staff members from the Secretariat General for the duration of the General Assembly and the related meetings.

In addition, the costs of a CEMR Secretaries General and Directors meeting on the site in 2011 will be covered by the host city/region.







