ILGA-EUROPE -- WHO IS RESPONSIBLE FOR WHAT AT THE ANNUAL CONFERENCE (03.10)
	
	ACTIVITY
	ILGA-EUROPE
	CONFERENCE HOST

	1
	CONFERENCE PROGRAMME
	
	

	
	Conference theme/slogan
	Decides on, taking account of ideas of conference host
	Contributes ideas particularly relevant to local situation

	
	Planning the content
	ILGA-Europe responsibility: the conference programme is largely determined by the need to achieve ILGA-Europe's objectives, as set out in its Work Programme, and the allied need to meet the requirements of its funders, particularly the European Community.
	Contributes ideas for workshops from local/national LGBT community dealing with projects of particular excellence or exemplary best practice; 

Finds speakers for opening ceremony (local/national politicians, representative of City Hall, etc) and for plenary panels sessions (high-profile experts, politicians)

	
	Scheduling the plenary sessions and workshops
	ILGA-Europe
	

	
	
	
	

	2
	SOCIAL PROGRAMME
	Sets guidelines, especially where costs are to be charged to the Conference budget


	Proposes, plans, and executes.  Includes reception at the local City Hall (where possible), dinners at restaurants, guided tour, parties, and maybe, outings, cultural events; involves local LGBT community as much as possible

	
	
	
	

	3
	FUNDRAISING (both towards cost of conference, and for scholarships)
	Grant applications to international funding sources
	Grant applications to local/national sources, including local government, tourist authority, national/local foundations, LGBT community funds; fundraising events before and during conference.

	
	
	
	

	4
	SPONSORS
	Finds international sponsors
	Finds local sponsors, in consultation with ILGA-Europe

	
	
	
	

	5
	PREPARING THE BUDGET AND ACCOUNTS
	ILGA-Europe responsibility
	Obtains cost estimates for the budget, as needed. Must agree in advance any expenditure to be charged to the Conference budget, and must ensure that complete documentation of any expenditure is passed to ILGA-Europe

	
	
	
	

	6
	INSURANCE
	ILGA-Europe
	

	
	
	
	

	7
	THE CONFERENCE SITE
	
	

	
	The conference halls
	Specifies requirement, holds contractual relationship, pays, is the main contact point / decision maker with the conference site / venue.
	Researches and presents to ILGA-Europe three proposals for the main conference site and three proposals for budget accommodation. On request, researches and proposes alternative sites.

	
	
	
	

	
	Participants' accommodation
	Specifies requirement, holds contractual relationship, pays
	Researches and proposes alternative sites; acts as main contact with site management

	
	
	
	

	8
	CONFERENCE EQUIPMENT (computers, translation equipment, overhead projectors, flip charts, video machines, telephones, fax, etc)
	Specifies requirement, holds contractual relationship, pays
	Seeks to provide free, or on basis of sponsorship. Where rental necessary, researches suppliers, obtains estimates and provides to ILGA-Europe

	
	
	
	

	9
	PUBLICITY
	
	

	
	Media
	International media; prepares press releases for distribution in early June, August, and early October.
	Local media; organises pre-conference press release for local media, and press conference (for both LGBT and mainstream media); organises interviews between media and VIP guests/participants during conference

	
	Conference poster/T-shirts
	Sets budget, approves design
	Proposes design, organises printing/manufacture (probably)

	
	
	
	

	10
	MAILINGS TO MEMBERS (mid-June, mid-August, end September)
	Responsible for contents, timing, and the mailing out process
	Contributes welcoming letters for each mailing

	
	
	
	

	11
	WEBSITE
	Conference website forms a part of the ILGA-Europe website; content and updating by ILGA-Europe
	

	
	
	
	

	12
	INTERPRETATION
	Budgets, and holds contractual arrangements with interpreters
	Finds interpreters (voluntary if possible), and negotiates terms

	
	
	
	

	13
	REGISTRATION PROCESS (before conference)
	Designs registration form, receives completed form, maintains database of registrations, advises hotel of accommodation requirements, advises restaurants of meal requirements, accounts for conference fees
	

	
	
	
	

	14
	SCHOLARSHIPS
	Fundraises, sets criteria, designs application form, publicises, receives applications, awards scholarships, administers/pays for travel and accommodation
	Fundraises; helps with visa applications, and possibly with travel arrangements. Where possible, negotiates with the government for granting free visas for conference participants.

	
	
	
	

	15
	MANAGING THE CONFERENCE
	
	

	
	Conference Folder
	Provides Programme related content
	Provides local content such as maps, guide to LGBT community, local attractions etc

	
	Managing the Programme


	Initially ILGA-Europe, then Chairing pool
	

	
	Managing the Social Programme
	
	Conference host, withiin budgetary and timing constraints agreed with IE

	
	Managing the site and the facilities during the conference
	Joint ILGA-Europe/conference host team
	Provides members of joint team

	
	Managing the registration process
	Joint ILGA-Europe/conference host team, coordinated by ILGA-Europe
	Provides members of joint team

	
	Managing the voting process
	ILGA-Europe
	

	
	
	
	

	16
	CONFERENCE REPORT
	ILGA-Europe
	

	
	
	
	

	
	
	
	

	
	
	
	


Wheel chair accessible

Plenary room for 200 people. 3 - 4 workshop rooms for up to 40 people; room for press conference at start. 

Conference office sufficient to house equipment (see below); space or room for 200 “pigeon holes”

4 computers, 4 ohps, 1 large photocopier, telephones, fax machine, internet links, “beamers” for projecting images from computer; interpretation equipment; “pigeon holes”
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