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Introduction

This document provides guidelines for the hosting of the annual International Inbound Services Forum meeting, describing the IISF’s philosophy on the style of meeting, detailing the tasks the IISF Steering Committee asks the host carrier to undertake and offering advice for the host carrier based on previous experiences of past hosts.

Form of meeting

The annual forum gathering is made up of the following major events over three days:

•
meetings of the Steering Committee before and after the main meetings;

•
a general assembly of all carrier representatives present;

•
possibly, smaller workshops;

•
one-on-one meetings arranged between carrier representatives at their own initiative.

The type of forum desired is a “no-frills” week of meetings. In order to keep costs down, there is no expectation for the host carrier to sponsor a forum dinner or other social activities. Individual carriers are welcome to sponsor a meal or event at their own discretion.

The dress code for the meeting is business casual.

Forum funding

The costs of hosting the forum should be funded by charging each delegate a “Forum Fee”. This fee can be budgeted to cover the costs of: hiring the venue, morning and afternoon teas, lunches, hire of any equipment needed, a photographer and copies of the group photograph for each delegate and other general expenses associated with running the meetings. The costs of a “Forum Dinner” and an afternoon sightseeing trip could also be covered by the Forum Fee. Depending on the arrangements made with the hotel, the Forum Fee could cover the costs of breakfasts. Alternatively, breakfast might be included in the hotel room rate.

The fee is set by the host carrier, but the IISF Steering Committee would be advised of the proposed fee before it is confirmed. A daily rate should also be set to cover those delegates who will only attend for part of the meeting (e.g. HCD delegates). An accompanying person’s fee could also be charged to enable delegates’ partners to attend the forum dinner and sightseeing trip, if this is appropriate.
Delegates are expected to cover their own hotel costs (room and other hotel services used) and their evening meals, and any other expenses. Ensure that the hotel knows not to accept charges from delegates on the host carrier’s account.

Consideration needs to be given to how the Forum Fee is to be collected. In the past, this has usually been done at registration. It may be possible to use the host carrier’s own credit card facilities for this. Some delegates will not have company credit cards, so be prepared to accept cash and bank drafts. It may be possible to arrange for the hotel to collect the fee from delegates. Most of the delegates might ask for an invoice in order to get payment authorised.

An alternative option is to use an Internet-based payment facility to collect the Forum Fee from delegates before they arrive at the forum.

If electronic transfer of funds is used, the host needs to ensure that the delegates cover the bank charges and these do not come out of the forum fee.

Venue requirement

The venue needs to have a conference room capable of holding all delegates seated in classroom style (that is, seated in rows behind tables). While numbers attending the forum during the 1990s were around 80-90, the number of delegates attending the most recent forums has been lower than this (around 30). The main meeting room needs the usual conference requirements: computer and datashow for PowerPoint presentations, overhead projector, screen, whiteboard, flipchart paper, roaming microphones, WLAN-access to the internet. There may also be a requirement for separate rooms for workshops, but this will be confirmed once the agenda takes shape. The Steering Committee also needs a room for their meetings before and after the main meeting.

An important feature of the forum is the time set aside for one-on-one meetings between carriers. The venue needs to have suitable space for this. These meetings are informal in nature and informal seating scattered around a hotel (particularly in the lobby) is good for this.

When selecting a town or city for the venue, consider the ease of travel for arriving delegates. For example, it would be desirable that getting to the venue require only one more travel leg after the international flight to the host country. Consider a venue close to an airport or railway station, to minimise expensive taxi rides. Proximity to a range of restaurants for evening meals for the large number of people would be another consideration.

Support staff

Past hosts have found that it is desirable to have one or two administration staff on hand to help with the smooth running of the forum meeting.. The taking of minutes of the conference proceedings is not required.

Hotel accommodation

Often, a hotel can provide the meeting rooms and accommodation all in one venue. However, it is not essential to use a hotel for the meeting venue as long as suitable hotels are nearby. The host carrier is asked to identify a suitable hotel and advise the details in the forum invitation. It may be desirable to offer delegates the choice of two or three nearby hotels in different price ranges.

It is usual for the host carrier to make the hotel bookings on behalf of delegates who return the forum registration form, however it might be preferable to have delegates book directly with the hotel (depending on the arrangements and rates negotiated with the hotel).

When negotiating with a hotel, avoid an arrangement where a certain number of rooms are booked and guaranteed (with payment required for unused rooms). The number of delegates who will attend is difficult to predict and the host carrier could be left with a bill for unused rooms if the number of delegates is low. In the past, there has also been a problem with delegates who have cancelled at the last minute or simply not turned up.

When selecting a hotel, check that ITFS and HCD numbers can be dialled from the rooms. It is also worth checking if delegates will be able to use their laptops from their hotel rooms and in the meeting venue (WLAN access should be available at least in the meeting room).

Forum dates

The forum is usually held over three days (Monday to Wednesday) in late September or early October with a Steering Committee meeting on Sunday evening before. The actual dates will be chosen by the Steering Committee jointly with the hosts, taking into consideration any events in the host country that should be avoided (e.g. holidays, festivals, other large events).

Agenda

The agenda for the week’s meetings is set by the IISF Steering Committee.

Forum invitations

The invitation to IISF member carriers to attend the forum is prepared by the host carrier and sent out by the IISF Communications Task Force (the task force maintains an IISF contact list).

The forum invitation should provide details of the dates, venue, hotel arrangements, forum fee, draft agenda, guidelines for the preparation of presentations (perhaps including a template for the carrier update), useful information about travel to the host country, the dress code, contact details for the organisers (and for the forum organisers during the meeting, if these are known at this stage) and include a registration form (along with a date for returning the registration form). The registration form should ask for: delegate’s name, company name, contact details, dates of arrival and departure, accommodation requirements, any special dietary requirements.

Examples of previous invitations and registration forms can be provided.

As many delegates need plenty of time to gain travel approval within their companies, the invitation needs to be sent out as early as possible. With many people being on holiday during the northern summer, it is desirable for the invitation to be sent out in early May. It may be desirable to send out a brief notice ahead of the main invitation, advising potential delegates of the dates and venue, so they can begin their planning to gain travel approval.

Past experience has shown that some delegates are unable to gain early travel approval. Be prepared to receive registrations at the last minute.

Forum presentations

Most speakers now give their presentations using Microsoft PowerPoint. Speakers are expected to e-mail their presentations to the hosts ahead of the meeting so that they can be set up on a computer in the conference room ahead of time.

It would be helpful if a representative from the host carrier was nominated to operate the computer with the datashow during the forum sessions.

All presentations of the forum will be uploaded to the IISF website. The hosting carrier should collect the files for enabling the webmaster to do this. 

Each delegate will be asked to give a brief carrier update presentation. The Steering Committee may develop a template for delegates to follow.

Information for delegates on arrival

When delegates first arrive at the venue, it would be useful for them to receive more detailed information about the meeting activities. For example: the finalised agenda, the location of the meeting room(s), the forum phone and fax numbers for incoming messages (and e-mail address if one is provided), where and when to go to register for the forum, any other announcements about the week’s events, useful local information for visitors.

An example of a previous hand-out can be provided.

It may be possible to arrange with the hotel for this information to be handed to delegates as they check in, or to have it waiting for them in their rooms.

Registration

Delegates should be asked to register at the start of the forum. At this time, nametags should be provided and the Forum Fee would be collected, if it has not already been pre-paid.

So that delegates can see which carriers actually arrived (so they know whom to organise one-on-one meetings with), the host is also asked to distribute early in the week a list of delegates who have registered.

Photograph

It has become usual for a group photograph to be taken early in the week, with a print distributed to each delegate before the end of the meeting. The cost of the photographer and the prints can be covered by the Forum Fee. The Photo should be available in an electronic version as well for providing it on the website to all delegates.
Host carrier responsibilities

In summary, the host carrier is asked to undertake the following activities to organise the forum:

Pre-forum organisation

•
Find a suitable meeting venue and hotel accommodation, organise the necessary equipment, morning and afternoon teas, lunches (consider special dietary requirements)

•
Prepare a budget

•
Set the Forum Fee (and advise the Steering Committee prior to confirmation)

•
Prepare the invitation

•
Organise for a photographer to take the group photo

•
Prepare the welcome information (to be distributed to delegates on arrival at the hotel)

•
Prepare nametags

•
Receive registrations and book accommodation for the delegates (unless direct booking with the hotel is preferred)

•
If desired, collect the Forum Fee by some form of pre-payment (e.g. via an online credit card facility)

•
Confirm the bookings back to the delegates

•
Distribute a list of participants to all registered delegates (so that they can see who they will be able to organise one-on-one meetings with)

•
Receive PowerPoint presentations from the speakers, organise for them to be ready on a computer with datashow in the conference room, prepare for uploading to the website.
Arrival and registration

•
Arrange for welcome information to be distributed to delegates on arrival at the hotel

•
Collect the Forum Fee during registration (if not pre-paid)

During forum

•
Provide staff to assist with the running of the forum (including someone to operate the computer with the datashow)

•
Soon after the start of the forum, distribute a list of delegates who have arrived and registered

•
Have the group photo taken and distribute prints to delegates

After forum

•
Provide any uncollected presentation files and photos to the webmaster
In the organisation period leading up the forum, a representative of the host carrier will be invited to join the monthly Steering Committee conference calls (if they are not already members of the committee).

