
[image: image20.png]20XX ROTARY INTERNATIONAL HOST ORGANIZATION COMMITTEE

20XX-XX BUDGET & FORECAST

X000 CONVENTION
VARIAIICE
HOC Member | #of Original | Revised |Actualto Budget Vs | Variance

REVENUE [Responsibilty|people | US$ | Budget | Budget | Date |Forecasted|Forecasted |Explantion
Line ftem Deseription [Detailed Description Oct07__octoq]
Club Assessments (Host Districts)

Distit #1 Tao0] fo| feon e

Distict #2 0 0

[Subtotal e [ [ [ e
District Loans

[Coan #1 To0000] _1g0000| To0000)

Loan #2 0

[Subtotal Ta0000) [ [ o] oouo|
Ticketed Events.

[Evert #1 [

[Event #2 0

[Event #3 0

[Event #4. 0

[Subtotal [ [ [ [ 0
Souvenir Sales [
Commissions

[Touws

[Foadt

[Beverage

[Cthers

[Subtotal [ [ [ [

HOF Booth Fees Rental

RIHlouse of Friendship Subsidy

RI Convention Loan

Interest Income





Rotary International 

Manual for Conventions

February 2014

The Rotary International Manual for Conventions is intended to assist the International Convention Committee, the Host Organization Committee, and the Secretariat staff in planning, conducting, and supporting an RI Convention. The information in this manual is based on the RI Constitution and Bylaws, the Rotary Code of Policies, and The Rotary Foundation Code of Policies. Changes to these documents by the RI Board of Directors override policy as stated in this publication.
Rotary Code of Policies references in this manual include: 
Article 57

International Convention

Section 22.010.7
District Conferences Timeframe

Section 26.080

RI Protocol

Section 33.030.14 
RI and TRF Guidelines for Use of the Rotary Marks by Sponsors and Cooperating Organizations

Section 36.010
RI Guidelines for Sponsorship of RI Meetings, Events, Projects, and Programs

Section 62.030
Recommended Protocol at RI Meetings

The Rotary Code of Policies can be found at www.rotary.org. 

Citation Key

RCP
Rotary Code of Policies

RFCP
The Rotary Foundation Code of Policies

RIB
RI Bylaws

RIC
RI Constitution

If you have questions or comments about this manual, please direct them to

International Meetings Division

Rotary International

One Rotary Center

1560 Sherman Avenue

Evanston, IL 60201-3698 USA

Phone: 847-866-3000

Fax: 847-328-9239

Table of Contents
3Executive Summary


3The Rotary International Convention


3Using this Manual


5Bidding and Site Selection


13Responsibilities of Stakeholders


13The International Convention Committee


16The General Secretary


18The Host Organization Committee


27The Rotary Foundation


29Official Participants


32Convention Program


32Plenary Sessions


34Preconvention meetings


34Breakout Sessions


35Banqueting


35Unofficial Affiliated Events


36House of Friendship


38Budget and Financial Matters


41Official Housing


43Exhibit 1: RI Constitutional Documents


46Exhibit 2: Convention Site Specifications Questionnaire


48Exhibit 3: Rotary International Convention Space Requirements


53Exhibit 4: Housing Attachments


62Exhibit 5: Convention Promotion Timeline


66Exhibit 6: Standard Operating Procedures


72Exhibit 7: HOC Structure


73Exhibit 8: House of Friendship and RI Exhibit Hall


75Exhibit 9: Sample HOC Budget Sheet


79Exhibit 10: HOC Guidelines for Use of RI Convention Logo


82Exhibit 11: Guidelines for RI Licensees Participating in RI Meetings


83Exhibit 12: Sponsorship Guidelines


88Exhibit 13: Rotary International Standard Booth Allocations and Space Requirements


90Exhibit 14: HOC Insurance Coverage


91Exhibit 15: Travel by Youth





Executive Summary
The Rotary International Convention

The primary purpose of the Rotary International Convention is to stimulate, inspire, and inform Rotarians at an international level while advancing the strategic goals of the association.  It is also the annual business meeting of RI (RCP 57.010.). The convention program includes preconvention meetings, plenary sessions, workshops, forums, entertainment, and other meetings. Since the convention constitutes a worldwide gathering of the Rotary family, celebrating Rotary fellowship is appropriate as long as social activities do not detract from the convention’s primary purpose. 

Club presidents-elect and other incoming Rotary club and RI officers are especially encouraged to attend the convention, so that they will be motivated to actively develop RI at the club and district levels. The attendance of district governors-elect and incoming club presidents is important, and the president should inform them of this through information from RI World Headquarters and by announcement. 

The RI constitutional documents (see Exhibit 1) govern the RI Convention, while the Board of Directors, subject to the provisions of these documents, guides its administration. Moreover, the RI president directs the planning and management of a convention, either personally or through delegation of duties. 
A successful RI Convention requires mutual understanding and respect among the stakeholders: the RI president, the RI Board of Directors, the general secretary, the International Convention Committee (ICC), and the Host Organization Committee (HOC). As used in this manual, the term general secretary covers the general secretary and other members of the Secretariat to whom the general secretary has assigned responsibilities. 
Using this Manual

For the purposes of this manual, the following definitions apply:

Booth(s): can refer to booth(s) or display area(s).

The Board: approves the site selected for the convention, the budget, and the convention program. Moreover, the RI president, presiding officer of the meeting, directs the planning and management of a convention, either personally or through delegation of duties. The RI president is assisted by a small appointed committee of international Rotarians in planning and implementing the convention program. The committee chair works with the president to make all significant decisions regarding the convention. 

The Host Organizing Committee (HOC): made up of local and regional Rotarians, forms several subcommittees that play an active part in the preparation of the convention. These subcommittees organize events for the attendees, coordinate the House of Friendship, organize a host event and the Host Hospitality Night, and act as airport greeters, among other activities. 

RI general secretary: the chief operating officer of the organization and responsible for all operational aspects of the convention. 

International Meetings staff:, who report to the general secretary, have operational and fiscal control of convention preparations. All modifications, additions, or reductions in costs, services, and other arrangements will be made through the International Meetings Division.

This manual is for the general guidance of the convention committee and has been approved and is revised from time to time by the Board. The general secretary is requested to bring to the Board’s attention any necessary changes to the manual (RCP 57.030.). Revisions of this manual should be distributed to the following:

· RI president

· RI president-elect

· RI president-nominee, when known

· HOC chair

· Host area governor(s) at the time of acceptance

· Succeeding governors through the year of the convention

· International convention committee members

· Chief sergeant-at-arms and key deputies

· General secretary

· Host area convention and visitors bureau or ministry of tourism

Bidding and Site Selection

The international convention shall be held in a different country — and, if possible, a different part of the world — each year. The eastern and western United States, as divided by the Mississippi River, are considered distinct regions for the purpose of site selection (RCP 57.040.1.). Careful consideration should be given to convention costs which might be absorbed by entities within such cities if the Board considers them as potential convention sites. A potential location’s capacity and the available financial options should also be considered. Effective 2015, the convention should not be held during the last half of June (RCP 57.040.6.). 
Procedures
Procedures for Selecting RI Convention Sites
The following procedures have been established for the selection of sites to hold RI’s annual convention:

1. The general secretary shall maintain current information on cities around the world reporting to have the facilities and services available to hold a RI Convention. This information will be provided to the Board triennially or upon request.

2. Nine years before the year in which a RI Convention is to be held, the RI Board will receive from the general secretary a list of viable cities from diverse regions around the world which have not hosted a convention within the previous 20 years. The Board will then agree on up to 12 cities from which to solicit proposals. This will be done with the understanding that RI is requesting those cities to bid on the next open year for the convention, and with the further understanding that they may not be selected for that year, but may be selected for one of the next two open years under the condition that the respective city can offer RI a comparable proposal for the respective future year. 
3. Based on the Board’s decision, the general secretary will send a letter to the respective Rotary District(s) of the Board-designated cities. Enclosed with this letter will be a copy of the most recent Manual for Conventions (which includes site specification and a list of HOC responsibilities). The letters will also request that proposals include a written confirmation indicating that the district governor(s) agree(s) to comply with that list of host organization committee responsibilities. It shall be noted that the list is not exhaustive, and that if the host organization committee wishes to do anything above or beyond its defined responsibilities, the host organization committee must inform and receive approval from RI before proceeding with that activity. The letter will request these district(s) to submit proposals to RI within a five-month time frame. (9 years out)

4. Proposals for hosting conventions will be acknowledged in writing promptly upon receipt. If, after review by the general secretary, there are cities that are obviously not suitable, a letter expressing regret will be sent to the districts(s) that made the proposal(s). (8 years, 6 months out)

5. At the end of the five month time frame, the general secretary will review all proposals received, and notify the Board of those cities which, through information submitted in the proposals and through research conducted by the general secretary, have the preferred and critical criteria, in the way of facilities, physical accessibility, visa regulations and services, needed to hold a convention. Proposals will require the endorsement of the governor of the district(s) and an official representative of the government of the proposed city. Proposals will require the bidding chair to serve as the acting host organization committee chair and an explanation of how and when the host area will select its host organization committee chair no later than 5 years out. (8 years, 6 months out)

6. Based on the analysis of such proposals the Board will tentatively select up to four (4) cities to inspect.  The president will then set the dates for future convention site visits. The general secretary, in conjunction with three (3) senior leaders appointed by the president will conduct city inspections to confirm whether the cities have the facilities and support to host the RI convention.  The three senior leaders shall be: a past chief sergeant at arms, a current or incoming director, and a past convention chair. In accepting the president’s invitation to participate in a convention site visit, the senior leaders must commit to participation in the full trip, visiting all cities included on the itinerary.  The site team will be required to submit a final report on its recommendations for a future convention site(s) within four weeks after completing all visits.  The review and site inspection process should be completed within six months of the deadline for receipt of proposals. (8-7 years out)

7. Based on the resulting inspection report submitted to the Board, the Board will then tentatively select up to three cities to host the next open years under consideration, subject to those cities providing a comparable proposal for that respective year as needed. Such tentative selection will also be based on the general secretary’s successful negotiation of an appropriate block of hotel rooms, adequate space in which to hold all convention activities, a thorough review of related tax implications relating to convention income and expenses and any other agreements necessary to memorialize the proposal from the host area, government (or related agency) as it relates to any financial arrangements. (7 years out)

8. When negotiations for hotels, convention facilities, and financial arrangements have been successfully completed and all tax implications considered, the General Secretary will notify the Board. At that time, the Board will accept the proposal from the district, and agree to hold a convention in the specified city in a specified year, subject to the successful negotiation of all necessary arrangements by the General Secretary. (6 years out) 

(RCP 57.040.6.)

Every three years, RI will solicit proposals; only those cities that respond by the deadline will be considered. RI will not entertain any unsolicited proposals, and no list of potential host districts or cities will be maintained. Rotary districts that want to invite RI to hold the convention in their city must work with the local convention and visitors bureaus or ministries of tourism to submit a proposal using the guidelines in this manual.

The Board will consider a proposal only if the general secretary has explicitly confirmed that the city currently meets all of the requirements for holding a convention (RCP 57.040.2.).
Meeting the Critical Criteria
Cities that lack sufficient and proper facilities will not be selected. If the inspection report shows that a city does not meet all of the critical criteria as described in this manual and the Board of Directors proceeds to select that city, the Board will explain how any deficiencies will be addressed. If a city’s facilities and services vary slightly from the preferred criteria, the general secretary will inform the Board accordingly. If none of the proposed cities meet the criteria, as determined by the general secretary, the Board may either postpone selection or solicit proposals from another group of cities (RCP 57.040.2.). 

When a country where currency exchange restrictions apply is proposed as a convention site, the convention will be used as an opportunity to negotiate with appropriate government officials in those countries where there is a substantial amount of RI or Rotary Foundation funds on deposit, and not available as a result of currency restrictions on the release of such funds.

The general secretary will ensure that all information published by the Secretariat about the Board’s site selection for an RI Convention clearly distinguish between those sites that are definitely decided and those that have been tentatively identified and are still being investigated.

Having selected a convention city, the general secretary will update future Boards as needed on the progress being made and will alert the Board to any serious problems encountered in convention planning. If a selected site becomes inaccessible, the Board will consider changing the location (RCP 57.040.7.).

Convention Bidding and Hosting Workshop

During the convention, RI may hold a convention bidding and hosting workshop to train interested Rotarians on the primary responsibilities of HOCs, how to submit an effective proposal, possible ways to secure government support for venue fees and public transportation, etc.. A sample list of HOC responsibilities will also be available at this workshop. The general secretary, appointed past convention chair(s) and HOC chair(s) will lead the workshop. Attendance at this workshop is strongly encouraged of all bidders for future conventions.  

Critical and Preferred Criteria

Critical Criteria

Venues must be:

· Available on a first-option basis for RI

· Fully constructed, with chairs at no cost, adequate capacities, and meeting space to accommodate the needs described in Exhibit 3.
· Rentable at no cost to RI, with an explanation of how the proposed venue fees will be paid and a financial plan supported by government statements or local Rotarian resolutions

· Available on a 24-hour basis during the rental period.

· All convention activities (excluding pre-convention activities) shall be under one roof, within one complex or within a comfortable walking distance (less than 1,000 meters, or approximately a half-mile)
· Pre-convention activities shall be as close as possible to the central convention venue, with suitable meeting space as described in Exhibit 3.
· Outfitted with air-conditioning or heating units so that the indoor temperature remains at approximately 72°F/22°C

· Covered (open-air facilities such as stadiums will not be considered)

· Able to provide free Wi-Fi throughout the plenary hall, exhibition hall(s), meeting rooms, and office venue at no cost to RI
· Initial setup of all meeting rooms, with chairs, lecterns, skirted platform and head tables, and one microphone, at no cost to RI

· Plenary venues must have at least 8,000 seats in Africa and South America; at least 10,000 seats in Australia, Europe and North America; and at least 15,000 seats in Asia, while still allowing a throw distance of 45 feet (13.716 meters) for rear–screen projection and providing sufficient dressing room and office space. 
In addition, proposals must include the following:

· Hotel room blocks must include at least 5,600 discounted rooms in Africa and South America and at least 7,000 discounted rooms in Asia, Australia, Europe, and North America, reserved on a first-option basis, making up no more than 40 percent of the total number of sleeping rooms in the bidding city, offered by hotels suitable for RI’s hotel booking system. This must be supported by RI hotel commitment forms (see Exhibit 4 - Attachments B-1, B-2, C-1, and C-2 as applicable)

· Identification of the acting HOC chair and an explanation of how and when the host area will select its chair.
· HOC’s estimated total attendance capacity given the venues and hotel accommodations proposed

· HOC’s estimated host area district(s) registration figure
· Details of all applicable taxes. 

Preferred Criteria

Further consideration will be given to proposals that meet the following preferred criteria for site selection:

· Pre-existing, purpose-built breakout session space within the primary convention venue, consisting of at least 20 rooms with varied capacities ranging from 50 to 2000 persons (set theater-style), with a combined capacity of 8,000 seats.

· Free public transportation for all delegates. 
· An arena-type venue with tiered seating for plenary sessions (if a sports arena is suggested, the proposal must indicate if the facility houses professional sporting teams and when the teams have primary rights to the facility that take priority over any contractual agreement with RI).
· Proposals augmented with financial incentives, such as subsidies that will eventually offset convention expenses. Financial incentives might include in-kind donations. Financial incentives may be for the use of RI or the HOC. 
· Tax exemption for the income and expenses generated from the convention, or a plan for helping RI recover tax money spent in relation to the convention.
Include the following in your proposal:

· CAD venue diagrams/floor plans clearly showing all proposed meeting, banquet, and office space

· Information on room dimensions, ceiling height, and current seating capacities

· Complete inventory of venue equipment with current costs 

· Diagram of the plenary session facility with proposed seating layout

· Convention Site Specifications Questionnaire (Exhibit 2)

· Schedule of Events/Space Allocation Grid (Exhibit 3)

· City-wide hotel room inventory (Exhibit 4 – Attachment A)

· Hotel Commitment Forms (Exhibit 4 – Attachments B-1/B-2/C-1/C-2 as applicable)

· A letter signed by the district governor indicating agreement to comply with the list of HOC responsibilities 

· A map indicating where each hotel is located.

· A map indicating locations of all meetings spaces provided.

Additional Site Selection Criteria
Convention Space and Facilities

RI Exhibit Hall and House of Friendship

In a 10- to 12-day event schedule, the following days for move-in, show, and move-out are acceptable. Venues that allow earlier move-in days are preferred.


Move-in days
Monday or Tuesday-Friday


Show days
Saturday-Wednesday


Move-out days
Thursday and/or Friday


At least 200,000 square feet (approximately 20,000 square meters) of column-free exhibit space is required for commercial (50 percent) and organizational (50 percent) exhibits.

Plenary Session Facility

In a 10- to 12-day event schedule, the following days for move-in, rehearsal, show, and move-out are acceptable. Venues that allow earlier move-in days are preferred.


Move-in days
Monday or Tuesday-Thursday


Rehearsal days
Friday-Saturday


Show days
Sunday-Wednesday


Move-out days
Thursday and/or Friday


At least 225,000 square feet (approximately 20,900 square meters) of column/pillar free space is required to support the following functions: seating; staging (at least 40 x 100 feet [12.2 x 30.5 meters]); 45 feet (13.716 meters) behind the stage for rear-screen projection and technical equipment; and at least 18,000 square feet (approximately 1,700 square meters) immediately adjacent to the stage for dressing rooms and offices. A ceiling height of at least 45’ (13.716 meters) is strongly recommended. Existing dressing rooms and office space are preferred, but these may be constructed if necessary, in close proximity to the stage. The facility should include appropriate support facilities, including sufficient toilets front-of-house and backstage, and if it has windows, appropriate room-darkening shades, provided as part of the venue rental cost.

The plenary session facility proposal must include chairs, the initial setup and removal of those chairs, blackout drapes (if necessary), and stage platforms at no cost to RI.
Meeting and Banquet Rooms

The remainder of the meeting, banquet, and office space required is outlined in the Space Allocation Grid in Exhibit 3. This form must be completed, with proposed room names and facilities for each function. If meeting space is suggested at an adjacent official participant hotel, it must be at no cost to RI and kept on hold until the hotel is officially contracted, at which time the space will be confirmed or released, depending on the program needs.
Convention Date Selection

The RI Constitution and Bylaws provide that the annual convention will be held during the months of April, May or June. Conventions should not be held during the last two weeks of June. The convention opens officially on Sunday and closes Wednesday evening. Every attempt is made to avoid scheduling the convention on a national holiday or major religious observance.

Because activities during the RI Convention require mass movements of attendees, it is important that the weather be temperate during the proposed dates for the convention.


Nations at RI Conventions

The host country must provide assurance that it will not have official governmental policies which exclude nationals from any other country solely on the basis of national citizenship, and it must allow the presentation, display, and placement of all Rotary countries and geographical areas flags in the venue. 

International Access

The proposed city must have an international airport within a 45-minute drive of the major convention venue and the major portion of the hotel block. The airport must offer nonstop or direct flights from international gateway cities, and international gateway flights should offer at least 12,000 seats daily. 

RI enlists Rotary International Travel Service to determine the city’s accessibility and to negotiate and contract with airlines servicing the city.

Housing

RI requires that hotel rooms be blocked on a first-option basis. At least 7,000 double-occupancy rooms, making up no more than 40 percent of the total number of rooms offered by hotels in the bidding city, are needed. 

The sleeping rooms should be blocked in the following pattern:

Wednesday (before the convention): 
10 percent  
Thursday: 


30 percent   
Friday: 


70 percent   

Saturday: 


100 percent

Sunday: 


100 percent     

Monday: 


95 percent   

Tuesday: 


90 percent  
Wednesday: 


80 percent

Thursday: 


10 percent   

Friday: 


5 percent

Official participant hotels (OP hotels) and those hotels designated for preconvention meetings or other RI sub-blocks will have different patterns, including earlier arrivals and later departures. RI staff will confirm specific patterns for these hotels upon their official designation. OP Hotels shall block 100% of the peak-night commitment over a two-week period, beginning the Sunday prior to the convention and ending the Sunday following the convention, until the specific pattern is confirmed and the hotel is contracted. 

The general secretary is responsible for securing the services of a housing bureau through a mandatory three-bid process. This bureau will be called on to facilitate the hotel contracting process and/or coordinate reservation processing. RI expects that convention and visitors’ bureaus and tourism offices will present the organization with a block of reserved hotel rooms on a first-option basis without a guarantee from RI that they will be awarded the housing contract.

RI requires that 1,000 rooms in the block be in OP hotels. OP hotels will be in the deluxe or superior category with preference given to the OP Hotels located adjacent to the venue. 

All hotel rooms must be located no more than a 45-minute traveling time from the convention venue (RCP 57.060.1). Traffic congestion at peak times must be factored into the 45-minute traveling time. The entire block of rooms should represent less than 100 hotels.

In order to meet the needs of as many attendees as possible, rooms must be reserved in the following percentages by category:


Deluxe

25%




Superior
25%




Standard
25%




Economy
25%

The local convention and visitors’ bureau or another official organization must provide completed RI hotel commitment forms (in North America refer to Exhibit 4 Attachments B-1 and B-2; outside North America refer to Exhibit 4 Attachments C-1 and C-2) as documentation that the hotels agree to the following requirements.

Convention Hotel Minimum Requirements 

Net rates offered to RI must be at least 40 percent off the rack rate (including suites), as published in the year before the convention, and the lowest rates offered during the convention period (excluding high-volume, long-term accounts). RI or its designated housing bureau will negotiate final net rates. Quoted rates must be net, non-commissionable.

One complimentary room must be provided for every 35 room nights booked, on a cumulative basis.

RI will release unused rooms back to the hotels by the cutoff date (approximately 21-30 days before check-in) without liability to RI. RI will not sign contracts with hotels that include attrition and/or cancellation penalties. 

Hotels must provide up to ten staff rooms at a 50 percent discount off the net RI Convention rate for a period of up to 21 days. 

Hotels must provide complimentary in-room internet service.

All rooms booked will be confirmed with either a credit card guarantee or a one-night room deposit. Cancellations must be made 72 hours prior to arrival or the guest will forfeit one-night deposit. Daily room charges at RI Convention hotels shall not be subject to surcharges to offset venue rental or other operating expenses.

Hotels must provide daily in-house guest lists and cancellation/no-show reports to the RI designated agent, who will cross-reference them against the registration list to identify any rooms booked outside of the block. Credit for these rooms will be given toward the organization’s final pickup numbers. 

Hotels are asked to allow the designated housing bureau to oversell the contracted room block by 5-10 percent to compensate for the organization’s historic room-block wash factor and to help hotels meet their individual sales goals.

OP Hotel Minimum Requirements 

In addition to the points above, each OP hotel shall offer RI the following concessions:

· Three complimentary presidential or comparable two-bedroom suites over and above the complimentary room policy

· 15 additional rooms for staff at a 50 percent discount off the net RI Convention rate for up to 21 days 

· 40 VIP amenities provided to Rotary senior leaders at no cost

· Upgrades to concierge/club level (if available at the hotel) for up to 20 rooms

· Complimentary rooms for preplanning visits to the convention city by RI staff and Rotary senior leaders for a minimum of 40 nights

· Complimentary rooms and meeting space for two preconvention meetings of RI committees and staff, for a total of at least 30 nights per meeting

· A hold on all meeting space, at no cost to RI, until the hotel is contracted, at which time space will be confirmed or released depending on the final program requirements

· Block 100 percent of the peak-night room commitment over a two-week period, beginning the Sunday before the convention and ending the Sunday after the convention, until the specific pattern is confirmed and the hotel is contracted

On Attachment A provided in Exhibit 4, list the total citywide room inventory and the total number of rooms committed to RI by hotel in the appropriate categories. Then list the current average rack rates in May/June (indicating whether taxes are included) for the respective categories.

Transportation

RI does not rely solely on public transportation for a convention; however, RI does want to include public transportation as an option for convention attendees. RI must secure the services of a shuttle transportation company through a mandatory three-bid process. The infrastructure of the convention city must be able to absorb 300 extra buses at one time without experiencing significant traffic problems.

Local Support

The ongoing support of local Rotarians is vital to a successful convention. A strong Rotarian host organization functions as a local expert during the approximately nine years preceding a convention. From eight to three years before the convention, the HOC executive leadership is involved in planning the convention and includes approximately 10 to 50 people. However, their largest commitment — involving between 1,000 and 1,200 volunteers — can be needed during the convention.

The designated host area should submit in its proposal the number of Rotarians and guests it expects to attend the convention. The HOC is eligible to apply for a 25 percent rebate of registration income received by the first registration deadline from the host area if it gets a number of registrants at the full adult registration fee equal to 50 percent of the number of Rotarians in the host area. Total host area membership will be based on the July semi-annual report for the fiscal year of the convention.  Registrations must be maintained through the end of the convention to be eligible for the rebate. 
The city’s convention and visitors’ bureau or another similar government agency must be committed to the success of the convention and available throughout its planning and execution.

Security
The safety and security of participants is another essential component of the success of an RI Convention therefore proposals should include and address the relative safety of the respective destination
Responsibilities of Stakeholders
· The International Convention Committee

· The Convention Promotion Committee

· The General Secretary

· The Host Organization Committee

· The Rotary Foundation

· Official Participants

The International Convention Committee

The International Convention Committee (ICC) consists of six Rotarians, one of whom is the host committee chair (RIB 16.010.). One year before the convention takes place, the president appoints the ICC chair in consultation with the president to serve during the year of the convention.
The ICC chair will be a past director who has knowledge of and experience in planning RI conventions (RCP 57.090.1.). The ICC chair of the future convention may attend meetings of the current year’s committee as an observer at no cost to RI (RCP 57.090.2.).
The RI president and the ICC chair work as a team to plan and conduct the convention, making all appointments and significant decisions together. This authority does not extend to the Host Organization Committee (HOC), whose members are appointed by the HOC chair. All members of the ICC, including the HOC Chair, should note that all committee recommendations, from the approved minutes of the ICC require further approval by the RI Board before any decision can be considered final. 
Responsibilities

· Assist the RI president in planning and implementing the convention program. This should be done in close association with the general secretary and the HOC, who are responsible to the ICC. The ICC will advise, receive instructions from, and work with the president of the relevant year to include the president’s desires and ideas in the program. The final authority is the Board (RCP 57.090.3.).

· Review the convention draft budget prepared by the general secretary for Board approval (see “Budget and Financial Matters”).
· Establish registration fees, subject to Board approval.
· Recommend the entertainment features of the convention for approval by the president (see “Program”).
· While the official language of RI is English, the convention committee shall provide simultaneous interpretation for five RI languages — French, Japanese, Korean, Portuguese, and Spanish and any additional languages that are appropriate for the host country. The ICC will determine the initial interpretation languages to be included in the final budget recommendation. The committee may also provide simultaneous interpretation for a language if the registration numbers at the first registration deadline warrant it and if space and budgetary constraints allow. (RCP 57.120.4.)
· Approve HOC plans (those for special convention events, such as Host Hospitality Night and preconvention entertainment) subject to the review and authority of the Board and convention decoration in a host city (banners, etc.).
· May participate in convention promotion efforts at the club presidents-elect training seminar (held after the International Assembly) 16 to 18 months before the convention. 

· Promote the convention in the ICC members’ local areas. This could include making personal visits, at no cost to RI, to district conferences and RI institutes, sending mailings to district governors and others, and closely cooperating with Rotary regional magazines.

· Perform the following duties at the convention, among others:

· Advise the president and general secretary as necessary

· Serve as chairs or vice chairs of convention meetings for leaders of breakout sessions, forums, and similar events if the president so instructs 

· Provide policy guidance and planning information to convention officials

· Assess convention events as assigned by the chair in order to contribute to the convention evaluation

· Greet registrants and helping enforce RI policies at registration as requested.
Meetings and Activities

The expenses of ICC members who attend the meetings described below will be included in the RI Convention or ICC budget; expenses of spouses of committee members will be included for attendance at the convention only. 

In the course of conducting normal planning meetings and other activities, the ICC is charged with certain responsibilities: 

1.
Orientation Visit: As soon as possible after the ICC chair is appointed, and when the president-nominee is confirmed, the president-nominee, the ICC chair, and the general secretary will visit the host city and meet with city and RI leaders to familiarize themselves with HOC planning, view the proposed facilities, and give the president-elect (or president-nominee) an opportunity to present his views on the convention planning process.

2a.
Official Convention Committee Meeting: About 20 months before the convention, on a date set by the RI president, the full convention committee, including the president-elect and general secretary, will meet in the city where the convention will be held. Approximately one month before this meeting, committee members will receive an advance memorandum, prepared by the general secretary, so that they may familiarize themselves with the material to be covered and make suggestions for additional subjects to be discussed at the meeting. The general secretary, with the cooperation of the host city and district officials, will make the necessary physical arrangements for the meeting, including accommodations for committee members.


During the meeting, designated secretariat staff will present the following to the convention committee: 

· Estimates of attendance, subject to Board approval

· A review of the convention budget, subject to Board approval 

· Convention registration rates, subject to Board approval

· A recommended program for the convention 

During this meeting the HOC will be provided an opportunity to present their respective plans as well. 
The minutes of the meeting, with recommendations to the Board, are prepared by the general secretary, approved by the ICC chair, and transmitted to the Board as the report of the committee. The general secretary will inform the committee of how the Board acts on the committee’s recommendations.
2b. Informal Meetings of the convention committee may be held at the two prior international assemblies and immediately following the prior convention (RCP 57.090.4.).

3. International Assemblies: For the purposes of promoting the convention, the current and following years’ convention chairs and spouses will be official paid participants. (RCP 58.070.1.)
4.
Visits by Convention Chair: Subject to the approval of the president, the chair may, when required, visit the host city or RI headquarters.

5.
Convention: The ICC will arrive at the convention city in advance of the convention on a date determined by the chair, and in accordance with budget guidelines. With the general secretary’s assistance, and at a time selected by the ICC chair, the committee will meet to do the following:

· Resolve any problems requiring committee solution

· Ensure that all committee members fully understand the status of convention preparations

· Receive specific assignments from the chair (ICC members represent the committee at the committee office and perform numerous duties assigned by the chair and the president) 


6.  Final report: The committee chair, on behalf of the ICC, may provide a final report to the Board at its November meeting immediately following the convention.

The Convention Promotion Committee

The Convention Promotion Committee consists of no more than 15 Rotarians, one of whom is the chair. Two calendars years before the convention takes place, the president may appoint the Convention Promotion Committee, based upon the recommendations of the president-nominee for that year.  The promotion committee should be weighted geographically based upon convention location and an assessment of the countries that send the largest number of attendees.  Finally, it is recommended that at least two people who have served on a past Convention Promotion Committee be appointed to insure continuity and adoption of best practices.

Responsibilities

1. Official Convention Promotion Committee Meeting: About 15-16 months before the convention, on a date set by the RI president-elect, with the approval of the RI President, the full convention promotion committee will meet in the city where the convention will be held. Approximately one month before this meeting, committee members will receive an advance memorandum, prepared by the general secretary, so that they may familiarize themselves with the material to be covered and make suggestions for additional topics to be discussed at the meeting. The general secretary, with the cooperation of the president-elect, host organization committee and convention and visitors bureau (CVB), will make the necessary physical arrangements for the meeting, including accommodations for committee members.

During the meeting, designated secretariat staff will present the following to the convention promotion committee for discussion and possible action: 

· All Board decisions related to the convention

· Current draft convention program

· List of district convention promotion chairs

· A review of convention promotion best practices 

· A review of estimated attendance projections (by zone) and tentative identification of promotion sales teams

· Identification of promotable elements in the convention city and at HOC events 

The minutes of the meeting, with recommendations to the Board, are prepared by the general secretary, approved by the convention promotion chair, and transmitted to the Board as the report of the committee. The general secretary will inform the committee of how the Board acts on the committee’s recommendations.

2. At the international assembly in the year before the convention, the HOC Chair may be the presenter of a 15- to 20-minute cultural entertainment feature in cooperation with the ICC chair, the RI Convention Promotion chair and the president-elect during the “Go Forth to Serve” closing dinner. Through this entertainment, the HOC will encourage international attendance and participation in host hospitality as well as garner volunteer support of convention activities throughout the host area.

3. At the international assembly the year of the convention, the ICC Chair or the Convention Promotion Chair may be the presenter of a 15- to 20- minute cultural entertainment feature, in cooperation with the RI President and HOC Chair.

4. Promotion committee members create customized materials for their assigned area, in order to best promote and encourage convention attendance.  This includes, but is not limited to: e-mails, convention newsletters, DVDs, translations, articles for regional magazines, etc.

5. Members may participate in convention promotion efforts at the club presidents-elect training seminar (held after the International Assembly) 16 to 18 months before the convention. 

6. Members promote the convention in their assigned areas. This could include making personal visits to district conferences and Rotary Institutes, sending mailings to district governors and others, and cooperating closely with Rotary regional magazines (Rotary World Press).  A modest stipend from RI may be available to offset some expense.

7. Members attend the convention they are promoting, at no expense to RI.
The General Secretary
Before the president appoints the ICC, the general secretary will act as the liaison to the president, the RI Board, and host city officials in all matters concerning the convention and as the principal contact for the HOC. 
After the Board has tentatively selected the city for the convention, the general secretary will travel to the city and, with the close cooperation of the HOC and city administration or private parties, negotiate contracts for RI and arrange for a sufficient block of hotel rooms for the estimated attendees. The general secretary will also meet with the HOC board of directors to carefully review all convention organization plans (RCP 57.140.). 

Responsibilities
· Act as secretary to the ICC and promptly submit meeting minutes to the appropriate interested parties before submission to the RI Board.
· Develop the advance memorandum and the agenda for committee meetings, in consultation with the ICC chair.
· Provide regular reports on convention planning to the ICC and Rotary senior leaders.
· Maintain and provide to the ICC a list of unofficial affiliate events to ensure control and prevent conflict with the official program.

· Staff convention and preconvention meetings, including managers and staff, Secretariat services, public relations, program coordination, ticket sales, the future convention promotion booth, and registration.

· Assign sufficient staff for the convention press bureau, depending on country-specific circumstances.

· Ensure that HOC Rotarians and host city suppliers recommended by the convention and visitors bureau are included in the bidding process.

· Provide and distribute attractive, eco-friendly participant bags

· Negotiate and execute all contracts in accordance with RI policy.
· Calculate in consultation with the HOC – and provide to the ICC via the advance memorandum – the initial attendance estimate based on relevant historical information.

· Present both the attendance estimate and the convention budget to the Board for approval 

· Subject to Board policies, presidential direction, and ICC guidance, to be primarily responsible for controlling the finances of the convention, which includes the following:

· Ensure that expenditures are within budget provisions, provide monthly variance reports, and inform the president, the Board, and the committee of any overruns for appropriate action

· Collect all fees and other revenues and properly safeguarding and accounting for them

· Make all purchases of goods and services, or authorize others to do so under appropriate circumstances and controls. When purchasing goods or services locally, the general secretary will work closely with the HOC because local relationships often result in cost savings to RI

· Sell tickets to all official RI events and provide space to the HOC for host event ticket sales

· Verify that all goods and services are delivered in accordance with contracts and agreements including assurance that meals charged to RI are for those served or guaranteed

· Guarantee obligations to vendors

· Obtain and review applications and bids from competitive companies seeking to be designated “official,” such as air carriers, rental car companies, and other services. For the air carrier, the general secretary considers not only the fare proposed but also the capacity of the carrier, the complimentary tickets and freight offered to RI. 
· Recommend official service providers for approval by the General Secretary and RI president who will preside over the convention. 

· Allocate complimentary airline tickets, complimentary hotel rooms, and other concessions related to the convention to replace charges that would otherwise be applied to the convention budget.

· Review and approve sponsors in exclusive categories reserved by RI, including airline companies and banking/financial institutions. Review any requests by the local organizing entity for advance permission to solicit sponsors in any of RI’s exclusive sponsorship categories.

· Provide continual oversight of the budget and provide the Board with final financial reports and statistics no later than the November Board meeting following the convention.

· As soon as practical, submit a financial statement to the president and the ICC for their review and comment before publication.

· Provide the president, the Board, and the ICC chair with a final financial statement containing income and expenses and any comments or explanations.

· Ensure that RI protocol is followed (RCP 26.080., RCP 62.030., and RCP 57.120.9.)

· Coordinate the site selection process.
· For convention logos through the 2014 convention, review and clear convention logo submissions in accordance with RI policy, including RI logo standards, reproducibility, translation concerns, and trademark clearance, among other concerns. From the 2015 convention forward, in the order requests are received from the respective Host Organizations and irrespective of the order of the years of the future conventions, design a convention logo in accordance with RI policy with the input and cooperation of the HOC. Together with the current president, approve the official logo. Any convention tag line, slogan or theme is subject to the same development, review and approval process and policies as the convention logo. 

· Overseeing the use of the logo on all printed and electronic materials and merchandise 
· Arrange for suitable space, materials, forms, and supplies necessary for pre-registration for the following convention.
· Provide space and the necessary personnel to accommodate convention election procedures.

· Provide for on-site currency exchange, if possible and authorized.
· Provide appropriate space in an easily accessible and prominent location for the following convention booths: Global Networking Groups, Club and District Projects Exhibition, Rotary Resource Center (Secretariat services), general services, licensees, and convention promotion.

· Establish suitable offices for the HOC and other RI general officers and staff (including the president, president-elect, president-nominee, and Foundation chair) at the convention site.

· Provide adequate space for the annual general meetings of Global Networking Groups (Rotary Fellowships and Rotarian Action Groups), preferably two rooms with seating space for more than 100 people (RCP 42.010.7. and RCP 42.020.9.)
· Open an office in the convention city approximately two weeks before the convention and having staff available to work with the HOC, convention and visitor’s bureau, suppliers, contractors, and others on preconvention arrangements.

· Provide a registration package that includes the convention program, badges, and other required materials.
· Coordinate convention registration and housing.

· Monitor registrations by language preference to determine which languages will need to be interpreted simultaneously. The general secretary and the ICC will also use this information to determine which languages will be used for the program and the transportation guide (RCP 57.120.4. and RCP 57.120.7.). 

· Ensure that no groups or individuals associated with any convention-related booth use the convention to solicit funds, other than donations offered directly to the Foundation.
· Produce and distribute an official convention program.
· Provide housing, transportation, and appropriate amenities for guest speakers and performers within the convention budget. 
The Host Organization Committee

The Host Organization Committee (HOC) is a group of Rotarians from the host district(s) who support the success of the convention by fulfilling specific responsibilities, which are carried out with the help of 1,000 to 1,200 volunteers.

In serving as hosts to all who attend the convention, the Rotarians of the HOC have the opportunity to provide service and hospitality that reflects the ambiance of the convention city. It is this ambiance that demonstrates the internationality of the convention and of RI as a whole.

Prior to the appointment of the International Convention committee the RI president shall appoint a past convention committee chair or past host organization committee chair to serve as a mentor for each Host Organization Committee (HOC). This mentorship will begin immediately following a city’s tentative selection by the Board until the time of the first convention committee meeting. The mentor should attend the host organization orientation trip prior to the convention committee meeting, if available and needed, but shall otherwise serve as mentor via correspondence at no cost to RI. 

The HOC must clearly understand its role in the planning and operation of the convention, which involves cooperating with the ICC and general secretary. Until one year before the convention, the HOC must submit annual reports on its progress in fulfilling its responsibilities, and monthly reports will be required in the year before the convention. Depending on the progress shown in these reports, the general secretary may hold a training meeting where the HOC is located. 

The general secretary, in consultation with the current RI president, shall hold an annual multi-day meeting in Evanston for the existing host organization committee chairs, the two or three convention committee chairs of future conventions, and a previous host organization chair and convention chair, and any other persons selected by the president.  The meeting shall be moderated by an appropriate person selected by the president and general secretary.

The meeting should provide training for the most recently selected host organization committee chairs and an opportunity for the host organization committee chairs and the convention committee chairs to acquire ideas from one another and to coordinate their activities with the RI staff.  The expenses of the official participants (outlined above), including the travel expenses, shall be paid by RI.  
Structure
The HOC is typically structured as shown in Exhibit 7. The host organization appoints a chair and selects an executive committee.  The committee should include representation from as many Rotary clubs within the host district(s) as possible, both to promote enthusiasm for the convention, raise necessary funds, and make the best use of Rotarian talent in the area. It also cooperates by providing advice and assistance to the convention committee and the general secretary. The number and size of these committees may vary as needed.

The original proposal must include the name of the acting HOC chair and provide an explanation of how and when the host area will select its chair 30 months prior to the convention (this will go into effect for the 2015 RI Convention).
Qualifications of HOC Chair
· An experienced Rotarian, preferably a past district governor, appointed by the HOC

· Able to make a full-time commitment to the position

· Able to work effectively and cooperatively with leaders from other countries and cultures

· Have full support by the Rotary leaders in the host area and the HOC 

· Able to serve as an effective liaison between the HOC, the ICC, and the general secretary

Before the Board accepts an invitation to host a Convention, any nearby districts must satisfactorily prove to the Board support for the convention and the HOC.  The Board encourages districts to hold district conferences at a time most convenient, provided that the conferences are not scheduled at the same time as the Rotary institute for that district’s zone or at the same time as the International Convention. (RCP 22.010.7.).

HOCs should note that all recommendations made in the approved minutes of the ICC require further approval by the RI Board before any decision can be considered final. HOCs requesting pre-approval of any of their convention activities or plans prior to the ICC meeting should be addressed via the respective staff liaison. 
Responsibilities

None of the chair’s or HOC’s responsibilities may be delegated.  The HOC is responsible for the following:

1. Finances

Before the first ICC meeting, the HOC will develop a balanced, break-even budget, reflecting all anticipated HOC expenses and revenues, and submit it to the president, the ICC, and the general secretary for approval. This budget shall be submitted for review at each convention committee meeting and be available upon request.

During the 12-month period before the convention, the HOC must provide quarterly financial reports of projected and actual revenues and expenses to RI as of 30 June, 30 September, 31 December, and 31 March. The general secretary will provide a standard report format for the HOC to use.

If the HOC needs financial assistance to fulfill its responsibilities, it may ask RI for a loan, which may cover operating expenses, a portion of the House of Friendship construction, and promotion costs at the preceding convention and assembly. The HOC will be expected to repay this loan or any portion of it if a surplus is realized in the HOC budget after the convention. 
The financial assistance received from RI must be shown as a loan in the break-even budget presented at ICC meetings and subsequently should not be considered part of HOC’s revenue on quarterly financial statements. 

The HOC must submit a provisional financial statement to the general secretary within 30 days of the end of the convention, and submit a final financial statement within 180 days to the president, the ICC chair, and the general secretary. If the final financial statement shows that income exceeded expenses, the HOC will refund any amounts received from RI within 180 days of the end of the convention. The HOC shall determine in advance how surplus funds will be allocated after the convention.

If the general secretary deems necessary, RI shall have the right, upon reasonable notice and during normal business hours, to inspect and audit financial books from time to time for the purpose of verifying the accuracy of payments and reports.

If due to extraordinary circumstances the HOC shows a loss in their final financial statement and is unable to pay back the financial assistance received from RI, then the general secretary may decide to forgive the loan amount. 

In order for the HOC to be covered by the organization’s general liability insurance, as detailed in Exhibit 14, the committee must submit detailed underwriting information to RI and its insurance carriers (RCP 71.070.1). 

Funding Sources
As soon as the HOC has been advised that its city has been tentatively selected to host the convention, the HOC may implement an assessment on each club member in the host area as agreed to by the host district(s) governor(s) as a source of revenue. Other sources of funds may include booth sales, commissions, corporate sponsorships (except for the exclusive sponsorship categories reserved by RI, fundraising events, and public fund grants. All sponsorships must be approved by the general secretary and the RI president (see Exhibit 12). The HOC will determine in advance how assessments will be refunded in case the city is not officially chosen to host the convention. 

Some HOCs have suggested setting aside US$1,000,000 to US$2,000,000, or the equivalent in another currency, to support the committee’s activities and plans. An allocation for venue rental is not included in this amount; however, if the original proposal accepted by the Board of Directors indicated that the HOC will be responsible for venue rental fees, the allocation must be included in the HOC budget. 

Expenses 
Typical HOC Expenses include:
· Convention promotion, events, and materials, such as buttons, banners, and posters for local and regional activities (see also Exhibit 10, points 6 and 7)

· Extra personnel in the HOC office to assist with the work of the committee

· HOC meetings with or without meals (some HOCs pay for meals, some collect money from each person in attendance, and some don’t have meals at meetings)

· Postage, printing, and technical support as well as any other support for Host Hospitality Night

· House of Friendship and HOC booth and/or appropriate display area as space is available.
· Street decorations or welcome signs in windows of business establishments (see Exhibit 10)

· Special hospitality for the current and incoming general officers and other guests of RI, usually including a reception on the evening of the Board’s arrival

· A host-ticketed event on the evening before the convention’s official opening, if approved by the RI Board. (This may be at the expense of those who attend)

· Services of a professional convention planner

· Uniforms or apparel for HOC members for easy identification

A sample HOC budget sheet is included as Exhibit 9.

The HOC is not expected to pay rental fees or other expenses for RI convention venue(s) as the expectation is that the city will furnish such facilities, or that the city government or chamber of commerce, the tourist association, or a similar group of business people will provide the funds, if necessary, for the meeting place (RCP 57.040.4.).

Note: As a member of the ICC, the HOC chair will be reimbursed by RI for expenses related to the Board-authorized ICC meeting.

2. Host Website
The HOC may establish a website as a resource for interested Rotarians, providing information on tourism and HOC membership and structure. Any domain name used by the HOC for this purpose must be in compliance with RI policy (RCP 52.020.1 and Article 33).

The website may be used for passive promotion of the host city — providing information about tourism and the HOC in a manner that does not conflict with current convention promotion activities — before the limited official promotion at the International Assembly approximately 18 months before the convention. Soliciting attendance for a specific convention outside the current year, through promotion events at zone, district, or club meetings, direct mail, telemarketing, incentive giveaways, or other activities, is not permitted. However, in order to increase awareness of the following year’s convention, RI will provide a link to that convention’s Web site and permit advance promotion activities at PETS. After 1 July, RI will link the HOC website of the current convention year to the RI Convention website to promote attendance at HOC-ticketed events.

3. Convention Logo Design

For convention logos through the 2014 convention, the HOC will develop suggested designs for the convention logo, which the general secretary must review for RI logo standards, reproducibility, translation concerns, and trademark clearance, among other concerns. Following clearance of the logo by the general secretary, the logo must be approved by the respective president, the respective ICC Chair, and the general secretary, based upon the recommendation and approval of the respective ICC. 
· Logos should not include the trademark of another entity

· Only one logo will be approved for each convention

· The logo design process should begin no later than four years before the convention.

The HOC will consult with RI throughout the process to ensure that RI guidelines are followed (RCP 57.160.2.).  For additional details, see Exhibit 10. 
Beginning with the convention logo for the 2015 convention, primary responsibility for convention logo design will shift to RI. The current RI president in conjunction with the general secretary will approve future convention logos. Any convention tag line, slogan or theme is subject to the same development, review and approval process and policies as the convention logo.

4.
Convention Promotion 
See Exhibit 5 for the Convention Promotion Timeline
Once a city is tentatively selected it is understood that local cultivation efforts will occur in the host area and in some instances these will be countrywide efforts related to fund raising, volunteer recruitment and general awareness about that respective convention. Local host organizations should always be mindful that these efforts are not active promotion efforts but can be easily identified or known as cultivation efforts.

Host organizations should understand the importance of avoiding publicity outside of the host area regarding any future convention until after that year’s convention. After the March convention preregistration deadline, promotion at district conferences and communications from the next year’s convention promotion committee are both permitted prior to the completion of the current year’s convention. After the conclusion of the current year’s convention, full promotion of the following year’s convention may commence. 
At the international assembly in the year before the convention, the HOC will actively begin limited promotion of the convention through the following activities: 

· Offer tourist information about the host city and country and additional promotional materials supplied by the general secretary in a booth at the assembly the year before the convention. (Note: These materials will not include convention registration and housing forms.)

· Provide a 15- to 20-minute cultural entertainment feature in cooperation with the ICC chair, the RI Convention Promotion Chair and the president-elect during the “Go Forth to Serve” closing dinner. Through this entertainment, the HOC will promote international attendance and participation in host hospitality as well as garner volunteer support of convention activities throughout the host area.

· Decorate rooms and tables, recommend menus, and hold giveaways that highlight attractions in the host city 

If the HOC requires financial assistance to fulfill its promotional responsibilities at the International Assembly, the HOC may ask RI for a loan, with a limit of US$20,000. 

On request, the HOC will be permitted to promote convention attendance at the International Assembly in the year of the convention, on the condition that the HOC accept the space that RI can make available to it for this purpose. 

Limited promotion may also occur in the year before the convention at presidents-elect training seminars. Convention registration and housing forms will not be available for these meetings; however, the HOC may consider providing general tourism information. 

At the RI Convention preceding the convention in question, the HOC will promote convention attendance through the following activities: 

· Offering tourist information about the host city and country and convention registration and housing forms in a booth. The HOC, the general secretary, and the appointed housing agency will work together to plan, execute, staff, and fund this booth, which will include the following elements: 
· Secure cash-handling areas 

· Three to five registration counters 

· A secure, multi-user registration kiosk (with at least 10 computer stations)

· Two secure storage areas 

· Be available to collaborate and participate in a 15 - to 20-minute cultural entertainment feature organized by the RI Convention Promotion Chair, in cooperation with the ICC chair and the president-elect during the fourth plenary session. This presentation will promote international attendance and participation in host hospitality events as well as garner volunteer support of convention activities throughout the host area.

HOC members and their spouses who are promoting the convention must register for the convention and pay the registration fees. Exhibitor registration badges are also available for a nominal fee, providing access to the House of Friendship only. The general secretary will provide a limited number of badges to non-Rotarian vendors and other booth personnel who will be promoting the city and providing housing.

Tourism offices or convention and visitors bureaus of cities where RI conventions will be held two or more years in the future may purchase a convention booth from the current HOC as long as the booth will promote only tourism in the city and not the future convention.  For additional details, see Exhibit 5.

5. Convention City Decoration

The HOC will ensure that RI and the convention are appropriately identified throughout the host city by prominent display of the convention logo on street banners and on welcome banners at airports and train stations, on billboards, and in store windows. Banners, as with other convention logo merchandise, should be manufactured by and/or purchased from an RI licensee.

6. House of Friendship 

Because the RI Exhibit hall typically includes the HOC House of Friendship (HOF), RI and the HOC will jointly develop and execute plans for the HOF, including designing an attractive floor plan, developing an entertainment program for the HOF stage, arranging for HOF food and beverage concessions, and planning host sales and souvenir booths.

Guidelines

For additional details, see pages 45-47 and Exhibit 8.

· The general secretary will allocate space for the HOF in the convention facility.

· The HOC is responsible for staffing and operating the HOF. 

· Any income generated by HOF activities will accrue to the HOC.

· The HOC or related affiliates may sell convention souvenirs in the HOF but not merchandise bearing the Rotary emblem, unless it includes the convention logo for that year (see Exhibit 10).

· In designing the booth arrangement, the HOC and RI should consider grouping similar types of booths (e.g.. all licensees in one location), but providing significantly wider aisles in front of booths that offer sales items that have historically caused congestion. 

7. Information Booth/Display Area
The HOC will provide a staffed information booth during convention hours to respond to inquiries from convention registrants about tourist attractions, restaurants, the convention program, non-emergency medical and dental services, etc.

The booth will also provide volunteer interpreters for convention attendees who do not speak the local language. (Note: This service may be provided in person or through a communication device.)

8. Reception/Welcome

HOC volunteers will greet convention registrants as they arrive in the host city at airports or train stations, and in hotels. RI may provide limited information to assist the HOC in this service. 

9. a. Cultural Event

On the Saturday night before the start of the convention, the HOC will offer a cultural event to convention registrants. Details of the event will vary by location. In the past, registrants have enjoyed events that offer food and beverages, entertainment, and activities that are unique to the city or country hosting the convention. 

The ICC must review plans for the event and, subject to the review and authority of the Board, determine whether it will take place. The event may be ticketed to provide the HOC with income to offset the costs and/or HOC expenses. If event details are provided to RI before the ICC meeting, transportation for the event may be included in the RI convention shuttle transportation system budget.

The HOC is responsible for all aspects of this event: logistics, security, crowd control, medical service, insurance, reporting, and ticket arrangements (approving the ticket order form, processing tickets, payments, confirmations, distributing tickets to convention registrants), and providing appropriate equipment and staff for these functions. If the ticket order form for the HOC event is to be included in the first promotional mailing for the convention, it must be approved by the general secretary four months prior to the preceding convention. RI will not distribute HOC event tickets through convention registration because of the financial, contractual, and liability issues involved. 

The number of registrants that can be accommodated at this event depends on the venue, but HOC events with a planned attendance of more than 3,000 people requires special consideration and approval because of the inherent challenges RI would face in order to transport the participants in a timely, cost efficient and safe manner. Please refer to transportation section below.

It is important to note that attempting to accommodate more people than the venue can comfortably hold will not enhance the experience for participants. RI will provide generic transportation specifications for HOC use in considering venues. Because of the size and scale of such an event, the HOC may consider soliciting the help of an event management company.

In planning a host event, the following considerations are important to keep in mind: 

· The event should be considered tentative until the ICC approves it. Once approved, the event becomes part of the official program, and it can be serviced by the RI Convention transportation system included in the convention budget if event transportation needs are defined before the first meeting of the ICC.
· In the case of an outdoor event, a backup location should be available, if possible.

· Tickets should not be oversold, because it affects food service, transportation, and venue capacity. 

· The ICC chair and the general secretary must review and approve plans for the HOC event and the event ticket order form. 
· If the ticket order form is to be included in the first promotional mailing, it must be approved eight months in advance. All accepted currencies and credit cards and any refund policy must be clearly indicated on the form. Registrants should be able to fax back the form, and it should be available for electronic processing, when possible. 
· Expenses associated with the event can include credit card processing fees, rates of exchange, printing of the ticket order form and promotional flyers, acknowledgment of ticket order forms, printing of tickets, and the processing and distribution of tickets. An appropriate volunteer effort may be used to distribute tickets to registrants from the host ticket booth. Refunds on demand should be anticipated.

· Planning for the event should take into consideration official convention program events that may run late and affect the event. The event should not be scheduled during plenary sessions. 

· A member of the HOC should be available for post convention inquiries related to refunds for the event for at least three months after the convention.

9.  b. Host Event Venue Selection Transportation Space Considerations

This general information was developed pertaining to venue selection for an event of 3000 people.

Since HOC events are held at unique venues, the establishment of different protocols for each event is required. RI cannot fully determine what the detailed transportation plan is for an HOC event until the venues are identified, RI transportation professionals is conduct a site visit, and a risk assessment of the physical location is completed. Accessibility is a key issue and is   considered when selecting a venue. RI also has to witness and consider traffic patterns in the local surrounding area, evaluate parking and staging options, and discuss community regulations with local authorities.

 

Below are generic transportation bus unloading and loading "specifications" to use as a guide. RI and the HOC shall work cooperatively towards developing a bus unloading/loading area that serves the needs of all aspects of the event in the interests of safety. RI recognizes that these exact requirements may be impossible to meet, therefore it is important that the HOC consider if the event venue provides an equivalent or comparable bus unloading and loading area. 

Number of buses 

45 buses would be adequate if the event venue were located within 30 minutes of the convention centre. This assumes that the first 14 buses would make two trips which would mean that RI would need to run several of the routes prior to the ultimate end of the event. 

If the venue is further than 30 minutes from the main venue RI would require 66 buses, (plus handicapped vehicles).

Loading Curb Space at Convention Centre (to be worked out in cooperation with RI) 

8 buses loading simultaneously require 400 linear feet of curb space [50 ft per bus] with a minimum of 4800 sq/ft for staging and movement of the crowd.

If the loading zone is along a city sidewalk permits may be required for access.

Unloading Space at the Event Venue

Buses can be unloaded much quicker than they can be loaded. For an event of 3000 people only ½ the space required for the convention centre loading is required, or 200 linear feet of curb space with a minimum of 2400 sq/ft for the crowd to disperse. The critical consideration for unloading is that the buses can pull out of the main thoroughfare of traffic to permit safe egress from the vehicles as the registrants proceed into the venue.

Loading Space at the Event Venue at the Conclusion of the Event

This depends on the physical set up of the venue and how the participants are flowing from the venue to the bus loading area at the conclusion of the event but generally a paved hard surface parking lot of 12,000 sq/ft for the buses and an additional 12,000 sq/ft of paved hard surface for pedestrian queuing is needed for an event of 3,000 people.

Staging Space for 66 buses somewhere relatively nearby to the event venue 

15,000 sq/ft of school or shopping mall parking lots have proved ideal as these are typically paved and have lights on after dark.

Additional Considerations

· walking surface for the patrons should ideally be paved to accommodate a safe transition from the event to the buses

· load bearing weight limits of entry roads, bridges and pathways must be evaluated 

· sufficient ambient and/or artificial lighting

· protection from weather, heat and rain

· additional space and staffing for handicapped and VIP parking

10. 

Host Hospitality Night
Host Hospitality Night (formerly called Home Hospitality) is an RI Convention tradition in which registrants are given a memorable evening of hospitality and international fellowship. The HOC is responsible for providing this experience for interested convention registrants, usually in the home of a Rotarian (preferred), a restaurant, or a larger venue in the host area. HOC responsibilities for this event include recruiting hosts, coordinating and confirming arrangements with guests, scheduling transportation as necessary, and answering questions about the event at an inquiry desk during the convention. To encourage the maximum number of members in the host area to participate, it is recommended that the event be held in members’ homes. The event is usually held on Monday during the official convention in the late afternoon and evening. To help ensure the success of the event, the HOC will maintain personal communication with its guests. The HOC should encourage registrants from outside the host country to participate. 

In certain geographic regions, it may be more practical for Host Hospitality Night to be held in a larger venue, such as a hotel or restaurant, rather than in individuals’ homes. In this case, it is important to plan the event so that local customs and interaction between hosts and guests are integral parts of the experience.

Though the experience may vary location to location, certain guidelines should be followed to ensure success. 
· The HOC should try to confirm the maximum number of area Rotarians interested in serving as hosts within 20 months of the convention.

· Consider charging each participant a nominal administrative fee for the event.
· Although Host Hospitality Night is a part of the official convention program, RI does not pay for any transportation related to the event. The HOC hosts should coordinate their own transportation rather than trying to coordinate group transportation to nearby communities. 

· Because some registrants change hotels or make their own housing arrangements, hosts should not wait until the convention to make contact with their guests.

· The general secretary will regularly provide the HOC with a list of convention participants, as well as a list of canceled registrants. To prevent a large no-show because of altered travel plans, guests should not be assigned by categories, such as by club or country. Additionally, Rotarians’ experiences are enhanced when guests have the opportunity to interact with Rotarians from other cultures.  
The HOC will promote the event through the host ticket order form and will process and confirm all event requests. Registrants shall receive a written acknowledgment by fax, email or post indicating their assigned host’s name (a copy of which will also be sent to the host). The acknowledgment will note that if guests need to cancel their registration for the event, they should notify their assigned host as soon as possible. It is recommended that hosts send follow-up communication to their guests after receiving the acknowledgment, and that guests check in at the Host Hospitality Night booth on Saturday or Sunday of the convention to reconfirm their assignments.

There shall be a Host Hospitality Night booth in the convention center and it must be adequately staffed with volunteers until the official start of the event so that registrants may sign up for the event, cancel their assignment, or obtain information about the event. A listing of the status of all assignments must be available at the booth. 

11. 
HOC Office

If the HOC chooses to establish an office onsite at the convention, RI will allocate appropriate space at the convention venue. All furnishings and equipment for this office will be the financial responsibility of the HOC.

12. 
Volunteer Recruitment

The HOC will recruit, train, and schedule volunteers who will be needed to support the convention. Volunteer recruitment should be coordinated by a single subcommittee of the HOC to avoid duplicate scheduling of volunteers and ensure a fair distribution of volunteers. Historically, the guideline has been 1 volunteer for every 200 attendees. 

13. 
Public Relations 

The HOC will work with RI Public Relations to obtain: 1) news media coverage, 2) paid advertising, and 3) external events for the purpose of increasing the general public’s (non-Rotarian) understanding of Rotary during the convention. 
Activities can include 

· Organizing external events that are open to the public and relevant to the community. 

· Providing background information on Rotary in the host city and district, and strong local club and district humanitarian projects. 

· Providing spokespeople for the media on the convention and local Rotary projects.

· Assisting in outreach to the news media.

· Coordinating with the district governor(s) to develop a PR grant with paid advertising that highlights the convention.

· Promoting Rotary to appropriate businesses (hotels, restaurants, taxis, retail stores) and public institutions.

14. 
Other Support

At the request of the ICC, the president, or the general secretary, the HOC may provide other support for the convention, such as advising on 
· vendor options
· speakers and entertainment

· local guests of the convention.

The HOC must not ask companies to make presentations at ICC meetings unless the general secretary requests such. In the past, company representatives who have been invited to present to the convention committee mistakenly believed that their company had been selected as a designated vendor. RI has a mandatory policy of obtaining at least three bids for a vendor service. 
While RI committees plan preconvention youth events independently of the ICC, the HOC may be asked to contribute to aspects of these planning meetings. 
· The Rotaract Committee or local Rotaract club members may contact the HOC for assistance in planning and implementing evening, cultural, or social unofficial affiliate events for Rotaractors attending the Rotaract Preconvention Meeting. 
· The Rotary Youth Exchange Committee may also seek guidance from the HOC in identifying Youth Exchange students hosted in the area to serve on panel discussions.

If the HOC wants to undertake other activities, it should first discuss them with the ICC and the general secretary. 

If the HOC wants to have an event for Rotary senior leaders, it must request approval from the RI president at least 12 months before the event and provide details about the invitees, date, time, and event so that plans can be made accordingly. 

15. 
HOC Member Registration 

As submitted in the proposal to host the convention, the HOC will ensure registration from the host area.

Key HOC leaders and district/community leaders are highly encouraged, but not required, to attend and observe the convention held two years before their respective convention. 

All Rotarians, Rotaractors, Foundation scholars, Foundation alumni, Interactors, Youth Exchange students, and RYLArians, and their guests who are members of the HOC who wish to attend plenary sessions, workshops, RI luncheons or other official RI events must register via the official convention registration form at the full registration rate. 
The HOC may obtain a reasonable quantity, as determined by the convention manager, of complimentary House of Friendship access badges and setup wristbands for its volunteers, entertainers, and convention service vendors to adequately support on-site HOC convention responsibilities, if requested before the March pre-registration deadline. All badges requested after the March pre-registration deadline shall be available on-site for US$100 per badge. RI will provide all wristbands and badges requested to the HOC who will distribute the badges according to its needs and in compliance with RI policy (RCP 57.050.4.). 
The HOC exhibitor booth and the RI vendor/exhibitor registration booth should be located next to each other to prevent any confusion in the distribution of House of Friendship exhibitor access badges. 

If the HOC gets 50 percent of the number of Rotarians in the host area to register by the first registration deadline, the committee will be eligible to receive a 25 percent rebate of registration income from the host area. This rebate will not be available until after the close of the convention to ensure that early host area registrants did not cancel. After the convention, RI will send the rebate to the HOC for distribution to individual Rotarians. If a bidding city wants to apply for this rebate, it must apply to RI at least two years before the convention.
16. HOC Relationship with the General Secretary
The host organization is to provide advice and assistance to the general secretary.  Local Rotarians are citizens of the host country as well as business and professional people, and community leaders, familiar with customs and practices of the host city and country.  Therefore, only they can provide the degree of assistance that enables RI to perform its convention responsibilities with a working knowledge of the host city.  The host Rotarians offer local knowledge to assist the general secretary in fulfilling RI’s responsibilities for the planning and conduct of its convention in the host city.

The Rotary Foundation

The Foundation chair coordinates the Foundation segments of the convention program in consultation with the president and the Trustees (RFCP 2.110.1.2.). Two years before the convention, the chair presents the plan for these segments to the Trustees to determine which activities and events they wish to hold at the convention. Traditionally, the following events are held either as an official part of the convention program or in conjunction with the convention: 

Official convention program events

· The Rotary Foundation plenary session, which includes the trustee chair presentation and other elements to be determined

· Paul Harris Fellows event

· One workshop serving as an update on the Foundation

· Seven workshops on The Rotary Foundation, PolioPlus, Future Vision and others.  
· Three Foundation exhibits on the following: programs and fund development, PolioPlus, and the Rotary Centers for International Studies

· Office space for the Foundation trustee chair and chair-elect

Events held in conjunction with the convention
· Arch C. Klumph Society event (by invitation only)

· Major Donor event (by invitation only)

· Bequest Society event (by invitation only)

· All-day Foundation alumni preconvention meeting

· Reception and workshop for past and current regional Rotary Foundation coordinators (RFCP 5.110.)

In addition, during a plenary session, the trustee chair should present The Rotary Foundation Global Alumni Service to Humanity Award (RFCP 13.050.1.4.). 

These activities are included in the general secretary’s advance memorandum for the ICC’s consideration in planning the official program. With the approval of the ICC, the general secretary will incorporate appropriate costs for these activities into the specific convention budget. The Foundation administrative budget will cover any unanticipated expenses related to these official activities and all expenses for ancillary events.

Convention-related expenses are covered according to the following guidelines:

1. Plenary Session

· When produced in-house, RI will provide at no cost to the Foundation audiovisual support for the plenary session that includes the Foundation chair’s address, including graphic presentations and music other than standard walk-on/walk-off music or speech build-up music. This assumes that the plenary session speeches are provided to International Meetings staff by the deadline established during the preplanning period of the convention.

· The Foundation will provide (at no cost to RI) any videos presented in support of the Foundation chair’s speech (subject to RI standards for visual presentations).

· Expenses for speakers invited jointly by the RI president and Foundation chair will be included in the convention budget. Speaker expenses consist of airfare (coach class), housing, a daily meal allowance, and incidentals. If a speaker is not a Rotarian, a fee or an honorarium may be provided, subject to the approval of the RI president.

2. Events and Accommodations

The Foundation will pay for the following:

· Event expenses added after the budgets and meal ticket prices have been approved by the Foundation staff and chair which may include entertainment, audiovisual support, changes in menu selections, image magnification on screen, and interpretation.

· Trustee expenses related to attending the convention and the Foundation ancillary meetings held in conjunction with the convention, including the expenses of the aides to the chairman and chairman-elect and spouses.
· Foundation staff expenses for the convention and any ancillary events to which they are assigned.
· Foundation ancillary events (Major Donor dinner, alumni event, WPS, Arch C. Klumph Society event, Bequest Society reception, TRF Cadre of Technical Advisors Training, etc.).
· Liaison Trustee expenses related to the convention (except for the ICC meeting called by the general secretary), including special trips to the convention site by selected committee members (Foundation corporate services budget). The Foundation must provide budget information to the corporate services division during the budgeting cycle.

· Any expenses not defined as Foundation expenses in the original convention budget that the Foundation requests after the budget has been developed and approved.
RI (International Convention Budget) will pay for the following:

· Booth space and setup within the Rotary Resource Center to include all the Foundation programs and staff in proportion to total available space, including a standard PolioPlus double booth, a single Paul Harris society booth and a single Rotary Centers booth, excluding graphics.

· Foundation booth equipment, including phone lines, furniture, lighting, decorations, signage, display stands, computers, etc., if it is included and defined in the original convention budget.
· Office space for the Foundation chair and chair-elect with a setup similar to that of the president and the president-elect.
· Foundation event costs included in the approved ticket prices, which may include meals/catering, image magnification on screen, interpretation, entertainment, audiovisual support, decorations, etc.

· A staff workroom with an appropriate setup for all booth staff, if space permits.
· Space and equipment for workshops (including language-specific workshops) on topics agreed upon by the ICC in consultation with the Foundation chair-elect, including room setup, required simultaneous interpretation, and audiovisual equipment. International Meetings will coordinate with the Foundation in their budget planning to incorporate the requested workshops and the equipment desired by the Foundation in the original convention budget and the original convention program.

· The trustee liaison’s participation in all ICC meetings called by the general secretary in an official call-to-meeting letter.
· Freight costs for all materials sent with the normally scheduled RI shipment; shipping costs for items sent after the scheduled shipment will be the responsibility of the Foundation.

Revenues in excess of the expenses for events in which RI collects funds on behalf of the Foundation will be applied against the cost of other convention events and activities that the Foundation would normally cover.

Official Participants

In addition to the roles defined in RI constitutional documents, all official participants, as defined in the Rotary Code of Policies, will have the following roles at the annual RI Convention:

· Represent RI or the Foundation in their official capacity at assigned events

· Participate in plenary sessions, workshops, or forums as assigned

· Participate in preconvention events, such as the International Institute, Youth Exchange Officers Preconvention Meeting, Rotaract Preconvention Meeting, and any other approved activities

· Participate in RI luncheons, dinners, and other social events

· Attend official meetings that may be convened in conjunction with or during the convention 

· Perform any other responsibilities assigned by the RI president, the president-elect, the trustee chair, or the Board 

Spouses of official participants are asked to attend:
· Plenary sessions

· Formal luncheons and dinners

· Discussion workshops and forums

· International Institute

(RCP 57.130.)

President 

As the head of the organization, the president is an official paid participant in the RI Convention. The president presides over the convention and may assign any person a place on the program (RCP 27.020.9) and approve the payment of any additional person’s expenses. While the constitutional documents of RI and the decisions of the RI Board of Directors govern the administration of the convention, the RI president is directly responsible for all decisions during the planning process.

President-elect

The president-elect is an official paid participant in the RI Convention and continues planning and promoting for his convention. (RCP 29.010.1.).

President-nominee

The president-nominee is an official paid participant in the RI Convention, which he attends so that he can observe the events and activities and plan for his year’s convention. Office space is provided for the president-nominee to hold planning meetings for the upcoming years (RCP 29.020). 

Sergeant-at-Arms 

The chief sergeant-at-arms and his team of assistants and deputies are among the most important contributors to the success of an RI Convention. Their primary responsibilities are to ensure that the event operates seamlessly, that safety measures are in place and to offer guidance and advice to convention attendees.

Chief Sergeant-at-arms

The president in the year of the convention will appoint a chief sergeant-at-arms when he appoints a convention chair. The chief sergeant-at-arms shall attend all official meetings of the ICC.  The chief sergeant-at-arms is selected based upon the following criteria:
Criteria for selection

· Is a past officer of Rotary International 

· Has served in with the sergeant-at-arms in at least two previous Rotary International events, including the International Assembly, International Convention, and Council on Legislation

· Has demonstrated excellent management and organizational skills 

· If married, has a supportive spouse willing to accompany the chief sergeant and serve at the convention

Responsibilities

· Attends all meetings of the convention committee and any necessary site visits

· Recommends the appointment of the sergeant-at-arms team, in consultation with the general secretary and subject to the approval of the president

· Reports directly to the president on all matters related to the sergeants-at-arms.  The president, at his discretion, may delegate this responsibility to the convention chair.  The chief sergeant-at-arms will also work with the convention chair on all issues, as the chair is responsible for all aspects of the convention, including the budget

· Communicates and coordinates with the president, ICC chair, ICC, general secretary, RI staff, venue staff, and other key individuals

· In cooperation with the general secretary, develop and implement a training plan to prepare the Sergeants at Arms to ensure that security, emergency and first aid procedures, crowd control, and general safety meets the needs of all convention participants and staff

· In cooperation with the general secretary, ensures that all Rotary equipment and rentals, including vehicles, assigned to the SAA team are appropriately allocated and accounted for

· Monitors the exhibit halls with venue security and local and volunteer sergeants-at-arms to ensure that all activities taking place are in accordance with RI policies and convention procedures as defined in the Convention Manual

· Is responsible for various sergeants-at-arms functions, including:

· Training all sergeants-at-arms at a pre-convention briefing as the schedule and programming permits

· Organizing and assigning responsibilities to the assistant chief sergeants-at-arms and deputy sergeants-at-arms

· Assisting with transportation of speakers and other invited guests to and from event sites, as needed

· Collection of funds for ticketed events is not permitted

· Supervising the checking of badges at admission points and collection of tickets at various ticketed events in coordination with hired security and venue staff

· Assisting with leadership transportation in cooperation with RI Staff

· Claiming, logging, and storage of lost and found items as necessary

· Evaluating overall performance of volunteer sergeants-at-arms and recognize extraordinary service as applicable

· Supporting other areas of the convention and fellow sergeants-at-arms as primary assignments allow

· Coordinating with staff assigned to RI directors and trustees to ensure that security, emergency, and first-aid procedures, crowd control measures, and general safety measures are appropriate and in place

· Controlling the reserved seating sections at plenary sessions, entertainment features, etc.

· Helping direct speakers and other invited guests to their places, backstage, or in reserved seating sections 

· Supervising the distribution of printed materials

· Serving as a liaison with RI staff on potential issues with physical setups, such as problems with public-address systems, lighting, audio, ventilation, hazardous conditions, etc.

· Directing people as needed to first-aid stations, emergency facilities, elevators, restrooms, and service offices, such as banking, travel, and staff offices

· Assisting disabled participants who have mobility and seating needs

· Supervising and maintaining the database of volunteer sergeants-at-arms on-site

Assistant Chief and Deputy Sergeants-at-arms

Ten assistant chief sergeants-at-arms and ten deputy sergeant-at-arms should be appointed 10 months before the convention at which they will serve. The president will make these appointments with the chief sergeant-at-arms based on Board-approved criteria. One of the ten assistant chief sergeants-at-arms shall be the Chief Sergeant-at-Arms for the convention year immediately following. Volunteer sergeants-at-arms will consist of Rotarians and their spouses who have indicated an interest in the assignment on their registration forms or have been recruited by the host district. A ratio of 1 volunteer sergeant-at-arms for every 100 attendees will accommodate the needs of the convention. The total number of volunteers includes between 50 and 100 people from the host city or region who are able to assist convention attendees with any questions they may have about local matters. The assistant chief and deputy sergeants-at-arms will be selected according to the following criteria:
Criteria for selection

1. Is a past officer of Rotary International 

2. Has served as a sergeant-at-arms in at least two previous Rotary International events, including the International Assembly, International Convention, and Council on Legislation

3. Has excellent management and organizational skills 

4. If married, has a supportive spouse willing to accompany the sergeant and serve at the convention

5. Must fully participate in all required Sergeant-at-Arms training, including preconvention training sessions

Responsibilities

As assigned by the chief sergeant-at-arms

Duration of Sergeant-at Arms Assignments at the International Convention

The duration of sergeants-at-arms leadership assignments should be consistent to ensure appropriate sergeant-at-arms support throughout the convention.  Assignments for the sergeant-at-arms leadership should follow these guidelines:

	
	Domestic
	International

	Chief
	10 nights 
	11 nights 

	Assistant Chief
	8 nights 
	9 nights 

	Deputy
	8 nights 
	9 nights 


A manual for the general guidance of the convention sergeants-at-arms has been prepared and is revised from time to time by the Board (RCP 62.010.).

Cost of Sergeant-at-Arms at the International Convention

The expenses of sergeants-at-arms leadership at the International Convention should be paid by RI in accordance with the RI Travel Policy.  The International Convention sergeants-at-arms budget shall typically include the expenses of one chief sergeant-at-arms; ten assistant chief sergeants-at-arms; ten deputy sergeants-at-arms.

However, in the case of conventions in excess of 20,000 registrants, the general secretary, working with the convention chief sergeant, may authorize more sergeants to be funded by the convention budget.  The number of deputy sergeants-at-arms should be increased, at cost to RI, by a ratio of one sergeant-at-arms per every 1000 attendees for all international conventions with a pre-registered attendance number greater than 22,000 people up to a maximum of 13 additional sergeants-at-arms. Expenses shall include transportation to and from the convention, accommodations, meals, registration fees and incidentals for the chief sergeant-at-arms and assistant chief sergeants-at-arms, and their spouses while serving as sergeant-at-arms.  Expenses for the deputy sergeants-at-arms shall include accommodations, meals, incidentals and registration fee (RCP 57.070.1.).

Convention Program

Overview

Program elements included are
· Plenary Sessions

· Preconvention Meetings

· Breakout Sessions

· Luncheons and TRF Meal Events

· Unofficial Affiliated Events

The convention program should include inspirational, educational, entertainment, and general interest features that Rotarians and their guests will enjoy. The program should also

· Demonstrate the impact of RI service or highlight effective service by others 
· Advance the Strategic Plan as well as  the program and goals of Rotary 
· Include keynote speeches that provide informative and inspirational messages related to the Object of Rotary and programs of RI 
· Encourage and enable as much as possible the participation of Rotarians whose language is different from that of the host country

· Be sensitive to differences in culture, customs, and social values of RI membership

· Offer distinct program opportunities not available at other meetings 

· Make the most of host country assets and resources 

· Include discussion sessions to address current issues and further develop the interests of the membership while being large enough to provide for a broad exchange of international views, but small enough to permit questions and comments from attendees.
Program features and speakers should not be chosen solely for their public relations impact or to provide a forum for an international personality. However, consideration should be given to the worldwide publicity value as well as the practicality of the subject matter and its relationship to the work of clubs and the aims of RI (RCP 57.120.).  It is suggested that topics on world understanding and peace be included in the program of the International Convention.
RI is responsible for speaker selection, entertainment and stage production, and related support services for plenary sessions and other official RI program events. While the president and the general secretary welcome suggestions for services and contact information for program participants from the HOC, RI is responsible for contacting, selecting, and managing all program-related service vendors.

Plenary Sessions

All plenary sessions should be designed to achieve the purposes stated in RCP 57.010. Speakers should be secured as early as possible, preferably one year before the convention, for promotional purposes. All speakers should be knowledgeable about RI and speak on subjects related to RI; major speakers should be advised to relate their topics to RI, especially if they are non-Rotarians (RCP 57.120.1.). 

Plenary sessions should be under two and a half hours and may consist of addresses, panel discussions, audiovisual presentations, award presentations, and recognitions. Introductions of Rotary senior leaders and spouses the families of the president and the president-elect occur during conventions (RCP 57.120.8).   In acknowledgment of post-convention survey feedback from attendees for the past five years, introductions should be kept to a dignified minimum. 
All presentations are subject to realistic time frames. RI staff members assist the plenary session presider in maintaining the schedule so that subsequent convention activities are not disrupted. Addresses are limited to a maximum of 20 minutes. 

In order to control the length of plenary sessions, all speeches must be submitted in writing to RI by the specified deadline, even if a speaker decides not to use the teleprompter.

Consideration should be given to holding the first plenary session on the opening day of the convention and the closing session on the last evening of the convention.

In order to offer videos and/or DVDs of speakers at the international convention, the taped speaker must be a Rotary senior leader and/or those speakers who have signed a release form and he/she must use library images and music to support his/her presentation.  Orders for the videos/DVD will be taken on site at the convention and the video/DVD will be shipped later, which allows the sale price to cover production and shipping costs.
Opening Plenary Session

The opening plenary session should be approximately 90 minutes long and no more than 120 minutes. It should include (all times given are approximate): 

· Flag ceremony (25 minutes)

· Welcome remarks by local officials (10 minutes)

· Welcome remarks by the RI president (10 minutes)

· Transition periods (10-15 minutes)

· Featured entertainment (60 minutes) 

Flag Ceremony

The flags presented at the RI Convention are those of officially recognized RI countries, geographical areas not associated with a recognized RI country, and the Rotary flag.

Convention Business

The essential business of the convention may be conducted in one plenary session or interspersed throughout sessions. These business items may include reports from the general secretary, the treasurer, and the Foundation trustee chair and the election of RI officers. Reserved seating for voting delegates will be allocated at the plenary session where voting occurs – the reserved seating section will be for voting delegates only. (RIB 9.140)
Entertainment
Entertainment should include representation of the host country or area and be of high quality yet cost effective, tasteful, and considerate of the multitude of nationalities, cultures, and religious beliefs of Rotarians. During the opening and closing sessions, entertainment featuring internationally renowned artists are customary. Entertainment that could be misunderstood by various cultures, such as a comedian’s act, is discouraged. It has become standard to include entertainment for approximately 20-30 minutes before the start of plenary sessions and for 15-20 minutes in the middle of each plenary session, but this is not required. Entertainers should be secured as early as possible, preferably one year before the convention, for promotional purposes. 
Simultaneous Interpretation
While RI’s official language is English, the ICC shall provide simultaneous interpretation for five RI languages — French, Japanese, Korean, Portuguese, and Spanish, and any additional languages that are appropriate for the host country. The ICC will determine the initial interpretation languages to be included in the final budget recommendation. The committee may also provide simultaneous interpretation for a language if the registration numbers at the first registration deadline warrant it and if space and budgetary constraints allow. 

The RI president will determine, based on recommendations of the general secretary in consultation with the convention chair, whether simultaneous interpretation and translation of printed matter will be provided at ancillary meetings — official preconvention or postconvention meetings, not including the International Institute. The general secretary’s recommendations will be based on the location of the convention and the preregistered attendance by language. (RCP 57.120.4.). 
Preconvention meetings

Generally, four preconvention meetings are held immediately before an RI Convention:
1. International Institute
This meeting is held annually in conjunction with the RI Convention, provided that a suitable venue can be secured. Conducted under the supervision and guidance of the president (RCP 60.010), the International Institute is designed to

· Improve participants’ knowledge of RI policies and programs, including those of the Foundation, thereby enhancing participants’ value as resources to their clubs and districts 
· Promote support for these policies and programs while also soliciting suggestions for improvements and inno​vations

· Provide support to RI’s current and incoming leadership by presenting the views of present and past international officers

Eligible attendees are past, current, and incoming RI officers (including reported governors-nominee) and current RI committee members. Spouses or guests of those Rotarians eligible to attend the institute shall be permitted to register on the same form as an eligible Rotarian (RCP 60.010).

Others may attend at the request of the chair, president, the general secretary. However, space restrictions may require that attendance be limited. The RI Board may prescribe priorities for attendance among present and past officers; otherwise, registration will be based on the date of application. At the request of the president, the RI Board may consider opening attendance to all interested Rotarians. 

2. Rotaract Preconvention Meeting
RI will arrange a Rotaract Preconvention Meeting to be held before the commencement of the convention. This meeting will include training for incoming district Rotaract representatives and a discussion of issues identified by the Rotaract Committee as important to Rotaractors. The general secretary shall ensure that Rotaractors have an opportunity to participate in the development of the meeting program, and governors are encouraged to defray all or part of the costs associated with the attendance of district Rotaract representatives-elect (RCP 41.020.8).

3. Youth Exchange Officers Preconvention Meeting
This meeting should be conducted in accordance with RI policy on convention operations and procedures. The general secretary develops a program and provides staff support for this meeting (RCP 41.070.27.).

4. RYLA Preconvention Meeting

Beginning in 2013, a one-day RYLA preconvention meeting for Rotarians involved in RYLA leadership will be held annually. As part of the official convention program, it should be conducted in accordance with RI policy regarding convention operations and procedures. The general secretary is requested to provide staff support for such meeting (RCP 41.060.8.).
5.  Other preconvention meetings
From time to time, the Board of Directors may add a preconvention meeting for a single year or a pilot period. These meetings may be for specific audiences and may have separate registration fees. 

See the Budgets and Financial section for information on registration fees for preconvention meetings.
Breakout Sessions
Often one of the most popular convention activities, various issue-specific breakout sessions (which include workshops, group discussions, panel discussions, and symposia) allow Rotarians to network, discuss issues, and share their service expertise.

Rotarians who want to organize and present breakout sessions must submit a proposal to RI. In addition, the convention committee or the RI president may invite certain groups or individuals to organize, present, or facilitate breakout sessions.

The RI Board recommends or requires certain topics to be addressed in breakouts each year.
Recommended topics include Interact and world understanding and peace, while required topics include the Foundation, membership, incoming club presidents-elect, and convention bidding (RCP 57.120.2a., 57.120.2c.).
Banqueting
Convention food and beverage events generally include four ticketed events.

1. The TRF Paul Harris Fellows Event, subject to a decision of the Foundation Trustees

2. A luncheon hosted by the RI president-elect for incoming club, district, and international leaders but open to all registrants

3. A luncheon hosted by the RI president for current club, district, and international leaders but open to all registrants

4. An “On to Convention” promotion luncheon (for the upcoming year) open to all registrants

Official banqueting events at the convention, and all official RI-ticketed events, are limited to paid registrants. 

Unofficial Affiliated Events

Registrants often want to hold unofficial affiliate events — such as district, zone, national, and area breakfasts, luncheons, receptions, and parties — in conjunction with the convention. Rotarians who wish to hold such events must be registered for the RI Convention and make a request through RI. 
The general secretary asks organizations to schedule unofficial affiliate events at times when they will not conflict with convention plenary sessions. At the request of the Board or the ICC, the general secretary may decline to assist organizations that schedule events that conflict with the convention program.

Global Networking Groups have gatherings and events during the convention. The Board requires these groups to hold annual general meetings during the convention, and the general secretary is asked to reserve two rooms of adequate size (preferably with seating for 100+ people) for these meetings. If asked, the general secretary will also assist the groups by publicizing events. 

Organizers of unofficial affiliate events that are open to all convention registrants, including events held by the Foundation, may ask to list their events in the official program book by providing their on-site contact information. 

Some organizers of unofficial affiliate events request to hold their events in a venue that RI has already contracted for use during the convention. However, the contracts for these venues may not allow use by third parties, thus preventing RI from reassigning the space. As RI is not allowed to take on additional liability, it will decline the use of these venues to requesting unofficial affiliate event organizers.

Miscellaneous
Travel by Youth
Any convention activities or events (including HOC events) planned for participants under the age of 18 unaccompanied by their parents or guardians must comply with all RI youth protection policies and guidelines required of Rotary clubs and districts and extends to all performers, entertainers and vendors. (RCP 2.110.4.) For additional details, see Exhibit 15.

Protocol
Convention events follow RI protocol (RCP 26.080., RCP 62.030., and RCP 57.120.9.), except where the presence of government officials dictates otherwise.
House of Friendship
Booth space is provided at the RI Convention for the groups detailed in Exhibit 13 of this manual. Groups in all categories are awarded one booth per application – except in the case of licensed vendors who may rent more than one. If space permits, Global Networking Groups may be allowed up to two booth spaces when requested.

Because of the continual demand for booth space at conventions, RI reserves the right to reallocate any booth not set up and staffed by the start of exhibit hours as stated on the application. RI may also deny booth space at the next two RI conventions to a tardy exhibitor.

Set-up access to the House of Friendship is limited to ensure the safety and security of all attendees. As a result, two (2) “early access” wristbands will be provided to each 10ft x 10ft booth, to ensure a timely, safe, and efficient set-up of booths in the House of Friendship. 
“Early access” is defined as booth set-up day and one (1) hour prior to the official opening of the House of Friendship each day. Exhibitors with “early access” privileges are required to wear the “early access” wristband at all times during booth set-up day and daily if access is necessary one (1) hour prior to the official opening of the House of Friendship.

Paying RI licensed vendors, host business expo exhibitors, RI/TRF partners, UN agencies and other key international organizations with which RI has official status that have purchased booth space will be provided up to six complimentary House of Friendship access badges per booth allowing full access to all convention events on the same bases as other paid registrants. Any additional badges will be available for US$50 per badge if requested before the March pre-registration deadline. All badges requested after the March pre-registration deadline shall be available on-site for US$100 per badge.

RI projects and Global Networking Groups exhibitors that do not pay a booth rental fee may obtain House of Friendship access badges for their booth staff for US$50 per badge if requested before the March pre-registration deadline. All badges requested after the March pre-registration deadline shall be issued on-site for US$100 per badge. (RCP 57.050.4.).

The following categories of participants at the convention are allocated booth space: 

· Club and District Projects Exhibition: An area will be provided for exhibiting exemplary projects, with the stipulation that no requests for financial support be allowed (RCP 57.120.5.a.). Only approved Rotary Entities may request a booth. Rotary Entities must comply with RI policy, and all projects and supporting promotional materials and publications must comply with the guidelines for use of the Rotary Marks by Rotary Entities. No sales of products or merchandise are permitted from the Club and District Projects Exhibition areas (RCP 16.030., 1.040.12., 52.020., and Article 33).

· Global Networking Groups: Global Networking Groups (Rotary Fellowships and Rotarian Action Groups) are encouraged to arrange activities during the convention, and the convention committee will help them publicize these activities to all convention attendees (RCP 42.010.7.). Booth space shall be provided to highlight the activities of the Global Networking Groups, with the stipulation that no requests for financial support be allowed (RCP. 57.120.5.) and only approved groups may request a booth. All groups must comply with RI policy, including all projects and supporting promotional materials and publications in compliance with the guidelines for use of the Rotary Marks by Rotary Entities (RCP 16.030., 1.040.12., 52.020.1.). No sales of products or merchandise are permitted from the Rotarian Action Groups booths. No sales of products or merchandise are permitted from the Rotary Fellowships booths beginning in 2013 (RCP 34.040.4., 42.010.; 42.020.; 57.120.5). Through the 2012 convention fellowships may sell certain goods from their booths without being licensed by RI, as set forth in Exhibit 6.
· Licensees: Firms and others licensed by RI to use the Rotary Marks in connection with the sale of emblem merchandise may be provided display booth space, subject to conditions specified by RI. (For approved guidelines, see Exhibit 11 and RCP Article 34.) RI Licensees may purchase booth space only from RI and not from the HOC. Rotary Entities that are RI Licensees must apply for booth space in the RI Licensee area if they wish to sell goods at the convention.

· Secretariat services: Booth space will be allocated to the RI Secretariat for providing resources and information on RI and Foundation programs and emphases (RCP 57.120.5d.).
· General services: Appropriate display areas may be provided to those vendors or entities that have entered into an agreement or a contract with RI requiring them to provide a service to convention attendees or specifically allowing them to make use of exhibit space at the convention (RCP 57.120.5e.).
· Non-Rotary organizations: The Board has agreed that, as space permits, RI will make exhibit space available to other organizations and that preference will be given to those organizations that have an official relationship with RI and a proven record of successful cooperation with Rotary clubs. (For specific guidelines, see RCP 57.120.6.) These organizations will pay a rental fee of 50 percent of the fee charged to RI licensed vendors for the exhibit space provided. Because RI maintains an official relationship with these organizations, they do not need a Rotarian sponsor in order to exhibit at the convention, and their assigned staff liaison can facilitate their participation as needed.

In the case of the Global Networking Groups, the Rotary Fellowships Committee chair or the Rotarian Action Groups Committee chair should review and approve the allocations, when possible, before they are sent to the ICC chair.

The number of booths available for licensed vendors of Rotary emblem merchandise varies from year to year and depends on the venue size and layout. The general secretary assigns booth space to licensed vendors in good standing based on a priority point system. Upon allocation, booth assignments are submitted to the ICC chair for approval. The Club and District Projects Exhibition and general services booths are also allocated by the general secretary and submitted to the ICC chair for approval. 

HOC Business Exposition booths should be allocated by the HOC; however, the HOC must share the names of proposed exhibitors with the general secretary and the ICC chair 60 days before the convention and their confirmation as exhibitors. Host Business Exposition booths may not be sold to RI licensees, and no Rotary emblem merchandise may be sold from these booths. RI reserves the right to deny booth space to potential Host Business Exposition exhibitors for any reason.

All Host Business Exposition exhibitors must comply with RI policy (including guidelines for the use of the Rotary Marks and prohibitions on fundraising for charitable organizations other than the Foundation) to be granted booth space by the HOC. The HOC must deny booth space to any proposed HOC Business Exposition exhibitor that does not comply with any RI policy.
Budget and Financial Matters

Rotary International firmly believes that the convention budget shall be balanced. Therefore, costs associated with the annual convention will be covered by the revenues collected from registrations, booth rentals, ticket sales, and other acceptable means (RCP 57.110.3.).

Budget
The general secretary prepares the convention budget on realistic cost and revenue figures based on anticipated attendance with the guidance of both the RI Finance Committee and the ICC (including the HOC in such deliberations). For budgeting purposes, the final determination of the estimated convention attendance shall be made by the general secretary with approval of the RI Board (RCP 57.110.1). The ICC sends the recommended budget to the Board for approval. Once approved, the budget cannot be altered without Board approval.

Revenues from Registration Fees and Ticket Sales
RIB 9.070. Registration Fee.
Each convention attendee who has reached 16 years of age shall register and pay a registration fee to attend the convention. The registration fee shall be fixed by the Board. No delegate or proxy shall be entitled to vote at the convention unless the registration fee has been paid.

Registration fees account for approximately 90 percent of convention revenues. All expenses related to the convention must be identified before establishing registration fees, which must be affordable. Established ticket prices for convention events should cover all costs of the event, including food, decorations, floral arrangements, audiovisual and production equipment, labor, and entertainment (see Exhibit 6 for details.)

The general secretary receives and deposits RI funds according to policies established by the Board. In accordance with this responsibility, the general secretary will determine the currency to be accepted for all convention income. 

A number of Rotarians, especially those from the host area and those working as sergeants-at-arms, will volunteer many hours as part of their participation in an RI Convention. In effect, these Rotarians have chosen to attend by volunteering their services for the good of the convention and RI. 

Spouses of deceased Rotary senior leaders who are not Rotarians themselves will be allowed to register independently for the convention instead of as guests of Rotarians and will be granted the same privileges granted to their spouse (RCP 57.050.1.).

The registration fee for the convention is waived for the following attendees:

· Hired service providers, invited speakers, and the like

· Rotary regional magazine editors who attend as media and not as regular convention attendees (RCP 57.080.1.)

· Rotarian licensed vendors, host business expo exhibitors and other personnel who are working in booths for which booth rental has been paid, who will not be attending plenary sessions, workshops, or other official RI Convention events and are granted access only to the House of Friendship for the sole purpose of staffing their exhibit
When determining registration fees for preconvention meetings, the president, convention chair, and general secretary for that year’s convention, in consultation with the trustee chair for TRF events, may determine a) if attendees may register for stand alone preconvention meetings without registering for the convention, b) if an additional fee will apply, or c) if all convention registrants will be eligible to attend preconvention meetings gratis.  This may vary from year to year, and among preconventions in a single year (RCP 57.110.6.).
Disbursements

Disbursements from the convention account are made by electronic funds transfer (EFT) or, if EFT isn’t available, by a check signed by the general secretary.  

Requests for payment should be made only upon adherence to the procedures established by the general secretary or, in the case of executed contracts, upon satisfaction of all terms of the contract. Payment requests shall be supported by approved documentation, and all payments greater than US$100,000 must be approved by the general secretary.

The convention budget often includes RI funds allocated for use by the House of Friendship subcommittee. All bills will be paid via invoice through the office of the general secretary, which handles bookkeeping and controls the convention budget.

Excluded Expenses

Certain expenses incurred in connection with a convention are not charged against the convention budget but are covered by disbursements from the appropriate RI or Foundation budgets. In general, these are expenses that the Board feels should be covered by all Rotary clubs, not just Rotarians attending the convention. These include: 

· Expenses of past and current Rotary senior leaders

· Production and distribution of the Convention Proceedings
· Attendance at the convention of the president’s and president-elect’s families

· Convention balloting and credentialing

· Press center and media relations

· Expenses related to the Youth Exchange Officers Preconvention Meeting, the Rotaract Preconvention Meeting, the International Rotary Youth Leadership Awards Preconvention Meeting, and the International Institute 

· Preconvention and convention events of the Foundation (covered by the Foundation budget)

· Expenses of Secretariat staff who attend the convention to support the above-named functions

Preconvention expenses of the Convention Committee, all the expenses of the Convention Promotion Committee, and the preliminary administrative promotional expenses incurred by RI shall be charged to the RI General Fund annually (RCP 57.110.4., 57.110.5.).
Convention Expense Reserve Fundxe "finances, RI:International Convention"
There shall be, as an appropriated fund balance, a reserve fund for net convention loss of a minimum of US$500,000, with the understanding that no convention budget should be deliberately established so as to anticipate subvention by the reserve fund.  Such reserve fund is intended to reduce the impact of conventions on RI’s general administrative reserve funds.
In the event that a convention’s revenues exceed expenses, the convention expense reserve fund shall be increased by the excess amount.  Amounts in this reserve fund exceeding US$500,000 may be used to reduce the cost of registration fees for the participants of future RI conventions.  The reserve fund will be reduced by such amounts utilized in this manner. 
Contracts

Contractors, suppliers, and other vendors for major properties and services over US$2,500 are selected on the basis of the RI purchasing policies. 

Security
In addition to meeting the minimum security requirements deemed necessary by the venue, the general secretary arranges for security guards in areas where money will be handled (e.g. convention registration and exhibition areas) and where valuable equipment, such as computers, will be used.

Audit and Accounting

The general secretary establishes appropriate procedures to ensure that all expenses and revenues are properly documented, identified, and safeguarded. He is also responsible for making sure that expenditures are kept within limits and that convention accounts are subject to a post convention audit.

Corporate and Governmental Sponsorship
Guidelines for corporate and governmental sponsorship (see Exhibit 12) should be in accord with the Object of Rotary and ethical guidelines appropriate to a given culture. 

Speaker Expenses
The convention budget will include funds to cover the cost of keynote speaker fees, honoraria, and attendance expenses, which will be subject to final approval by the Board.

For Rotarian speakers, covered expenses include the convention registration fee, an additional registration fee for an accompanying spouse or guest, transportation, housing, meals, and incidentals for eight days or less, as approved by the RI president. The eight-day period starts the Thursday immediately before the convention and ends on the Thursday immediately following the convention. 

For non-Rotarian speakers, covered expenses include speaker fees/honoraria, transportation, housing, meals, and incidentals for eight days or less, as approved by the RI president. The eight-day period starts the Thursday immediately before the convention and ends on the Thursday immediately following the convention. The convention registration fee is waived for non-Rotarian speakers and guests. 

Official Housing

The general secretary will determine an appropriate number of double-occupancy rooms and contract for them in the convention city. Rooms should be located in first-class and second-class hotels within a 45-minute traveling time of the convention venue (RCP 57.060.1.).

The HOC may recommend one or more official participant hotels to the general secretary. The GS will review the hotel proposals to review negotiating rates, concessions, contract terms as necessary, and to ensure compliance with RI Convention housing specifications. Once the general secretary has reviewed, inspected, and selected the official participant hotels, he may begin contracting with them. The contracting process should be completed before the first ICC meeting in the host city. The convention location will be considered tentative until the general secretary successfully negotiates an appropriate block of hotel rooms, adequate space for all convention activities, thoroughly reviews the tax implications related to convention income, expenses and any other agreements necessary to memorialize the proposal from the host area government (or related agency) as it relates to financial arrangements.

The general secretary is responsible for securing the services of a housing bureau through a mandatory three-bid process. The bureau will be called on to facilitate the hotel contracting process or coordinate reservation processing. RI expects that convention and visitors’ bureaus and tourism offices will present the organization with a block of reserved hotel rooms on a first-option basis without a guarantee from RI that they will be awarded the housing contract. 

Refer to Bidding and Site Selection, Critical and Preferred Criteria for specific details on OP and convention hotel requirements and concessions. 

Refer to Exhibit 4 for Housing Attachments.

Exhibits to the 
Manual for Conventions
Exhibit 1: RI Constitutional Documents
RI Bylaws Documents

Article 9 Convention

9.010. Time and Place of Convention.

9.020. Call to Attend Convention.

9.030. Officers of the Convention.

9.040. Delegates to the Convention.

9.050. Credentials for Delegates.

9.060. Delegates-at-Large.

9.070. Registration Fee.

9.080. Convention Quorum.

9.090. Credentials Committee.

9.100. Electors.

9.110. Balloting Committee.

9.120. Election of Officers.

9.130. Convention Program.

9.140. Seating of Delegates.

9.150. Special Assemblies.

9.010. Time and Place of Convention.
The board may determine the possible time and/or place for the annual convention of RI up to ten years before the year in which the convention shall convene, and make appropriate arrangements for holding such a convention. The board shall make every effort to ensure that no Rotarian will be excluded solely on the basis of national citizenship when selecting a convention site.

9.020. Call to Attend Convention.
The president shall issue and the general secretary shall mail to each club the official call for the annual convention at least six months prior to the convention. The call for a special convention shall be issued and mailed at least 60 days prior to the date thereof.

9.030. Officers of the Convention.
The officers of the convention shall be the president, president-elect, president-nominee, vice-president, treasurer, general secretary, convention committee chairman, and sergeant-at-arms. The president shall appoint the sergeant-at-arms.

9.040. Delegates to the Convention.
9.040.1. Delegates.
All delegates and alternates, except delegates by proxy, shall be members of the clubs they represent.

9.040.2. Alternate Delegates.
When selecting its delegates, a club may choose an alternate delegate for each delegate. Where an alternate is unavailable to serve when called upon, a second alternate may be chosen. An alternate is entitled to vote only in case of the absence of the elected delegate. A second alternate may be substituted for a delegate from a club whose first alternate is absent. An alternate when serving as a delegate may cast such vote on all matters on which the original delegate was entitled to vote.

9.040.3. Delegate Substitution Procedure.
A substitution of an alternate for a delegate shall be reported to the credentials committee. When such substitution has been made, the alternate shall act as the delegate until the convention adjourns. The credentials committee may permit the delegation of the host club to substitute an alternate for a delegate for one or more sessions. Such substitution will be allowed where the delegate is engaged in the administrative work of the convention so as to make it impossible for such delegate to attend such session(s) of the convention. Such substitution must be duly reported and noted by the credentials committee prior to taking effect.

9.040.4. Proxies.

A club not represented at the convention by a delegate or an alternate may designate a proxy to cast its vote(s) pursuant to article 9, section 3(a) of the RI constitution. The proxy may be a member of any club within the same district. Non-districted clubs may designate members of any club as their proxy(ies). 

9.050. Credentials for Delegates.
The authority of all delegates, alternates, and proxies shall be evidenced by certificates signed by the presidents and secretaries of the clubs they represent. All certificates must be delivered to the credentials committee at the convention to entitle delegates, alternates, and proxies to vote.

9.060. Delegates-at-Large.
Each RI officer and each past president of RI still holding membership in a club shall be a delegate-at-large and entitled to cast one vote on each question submitted to vote at the convention.

9.070. Registration Fee.
Each convention attendee who has reached 16 years of age shall register and pay a registration fee to attend the convention. The registration fee shall be fixed by the board. No delegate or proxy shall be entitled to vote at the convention unless the registration fee has been paid.

9.080. Convention Quorum.
9.080.1. Quorum Number.
Delegates and proxies representing one-tenth of the clubs shall constitute a quorum at a convention.

9.080.2. Absence of Quorum.
Should the question of the absence of a quorum be successfully raised at any plenary session, no vote(s) shall be taken for a period as designated by the presiding officer. Such period shall not exceed one-half day. At the expiration of such period, the convention may act upon such matters as may be properly brought before it, irrespective of the presence of a quorum.

9.090. Credentials Committee.
The president shall appoint a credentials committee prior to the adjournment of the convention. The committee shall consist of no fewer than five members. 

9.100. Electors.

The duly accredited delegates, proxies, and delegates-at-large shall constitute the voting body of the convention and shall be known as electors.

9.110. Balloting Committee.
9.110.1. Appointment and Duties.
The president shall appoint from among the electors a balloting committee at each convention. Such committee shall have charge of all balloting at the convention, including the distribution and counting of ballots. This committee shall consist of at least five electors as determined by the president. The general secretary shall have charge of printing of all ballots.

9.110.2. Notice of Election of Officers.
The president shall notify the electors of the time and place for nominations and elections of officers. Such notice shall be given at the first session of the convention.

9.110.3. Report of Committee.

The balloting committee shall report promptly to the convention the result of the balloting. The report shall be signed by a majority of the committee. The chairman shall retain all ballots. The chairman of the committee shall destroy all ballots following the adoption of such report unless otherwise instructed by the convention.

9.120. Election of Officers.
9.120.1. Electors Voting Rights.
The electors shall each be entitled to cast one vote for each officer to be elected.

9.120.2. Ballot.
The election of all officers shall be by secret ballot. Where there are more than two candidates, such balloting shall be by means of the single transferable vote. Where there is one nominee for any office, the electors may instruct the general secretary to cast their united ballot for such nominee pursuant to a voice vote.

9.120.3. Majority Vote.
The nominee for each of the aforementioned offices who receives a majority of the votes cast shall be declared elected. Second and subsequent preferences shall be taken into account where necessary.

9.120.4. Presentation of Nominations to Convention.

The names of the nominees certified to the general secretary as duly nominated for president, directors, governors of RI, and president, vice-president, and honorary treasurer of RIBI shall be presented by the general secretary to the convention for election.

9.130. Convention Program.
The program reported by the convention committee, as approved by the board, shall be the order of the day for all sessions. Changes in the program may be made during the convention by a two-thirds vote of the board.

9.140. Seating of Delegates.
At any plenary session, where a vote is necessary, a number of seats equal to the number of delegates duly certified to the credentials committee shall be reserved exclusively for such delegates.

9.150. Special Assemblies.
At each convention, special assemblies of Rotarians from one country or from a group of countries in which clubs are established may be held. The board or the convention may determine from time to time for what country or countries such special assemblies shall be held and shall instruct the convention committee accordingly. At such assemblies, matters which pertain particularly to the country or group of countries concerned may be considered. The president shall designate the convening officer and shall promulgate rules for the conduct of the said assemblies as near as may be to the rules regulating the procedure of the convention. Upon convening, the assembly shall select its chairman and secretary.

Exhibit 2: Convention Site Specifications Questionnaire 

Please respond to the following questions and include the document in your original proposal.
Host City

1. Describe the five largest conventions your city has hosted, including dates and the organizers’ contact information.

2. How many hotel rooms were used? Who provided housing reservation services?

3. Was a bus transportation system used? If yes, provide details, including vendor contact information.

4. Is all venue space available on a first-option basis and at no cost to RI?

5. Does the plenary session venue meet RI requirements?

6. Can you guarantee that the flags of all Rotary countries and geographical areas will be displayed, announced, and placed in the venue?

7. Does your country restrict any visitors based on their respective country of origin? If yes, provide details.

8. Please list the countries that require a visa to enter you country?

Venues

9. Is the venue unionized?

10. What are the catering operations available onsite?
11.  Is all meeting space available within one complex or within 10 minute walking distance?

Proposed Convention Dates and Weather Conditions

12. Provide the dates proposed for the RI Convention as well as alternate dates.

13. List any national or religious holidays or events that draw large numbers of people to the city within the 30 days preceding and following the proposed convention dates.

14. Provide average daytime high and low temperatures during the proposed convention period.

15. Does the country have a rainy season, and does it fall during the time of the proposed convention? What is the average rainfall in the month proposed for the convention?

16. Can any unusual weather be anticipated during the proposed convention?

Travel into the City

17. How far from the convention venue, in distance and driving time, is the closest international airport?

18. How many total seats are available into the international airport daily?

19. If the host city is outside the United States, how many direct flights (one of more stops, but no change of planes) from the United States arrive daily? Weekly?

20. How many direct flights total (one or more stops, but no change of planes) are available daily?

21. What cities offer nonstop or direct flights into the international airport on Saturday and Sunday?

22. What airlines serve this airport?

23. List percentages of the total flight service by airline.

24. What other methods of traveling to the city are widely used?

Housing

25. List the suggested official participant hotels (OP hotels). 

26. Provide RI hotel commitment forms as supporting documentation that the hotels agree to RI’s housing requirements (in North America refer to Attachments B-1 and B-2; outside North America refer to C-1 and C-2)

27. List three companies that regularly provide convention housing services in the area.

Transportation

28. List three competent motor coach suppliers and the number of buses each company owns.

29. List the taxicab companies serving the city and the number of taxis each company owns.
30. What are average taxi fares from the airport to the convention center and from the convention center to major hotels.
31. Describe the city’s transportation infrastructure.

32. Describe the public transport system.

Taxes

33. List all taxes that apply to the purchase of goods and services.

34. Is it government policy to return any portion of these taxes? Provide specifics.

35. Will RI be subject to government excise taxes? Describe the governmental policy on excise taxes.

36. Does the local/national government require RI to pay taxes on registration revenue received by RI? If yes, does the local/national government allow RI to receive a tax rebate for the taxes RI pays on local goods and services? Please explain. 
Convention Support

37. Do proposed facilities have any preferred or exclusive suppliers? If so, include current price lists from each.

38. Provide the districts and number of Rotarians and clubs in the proposed host area, and the number from the host area expected to attend the convention. 

39. Provide the number of volunteers expected to support the HOC before and during the convention.

40. Describe the support from the convention and visitors’ bureau (or another government organization). The bureau must provide specific details on the financial package offered to RI.

Safety and Security

41. What safety measures is the city offering in the venue, the city, and the region to protect a group of the magnitude of Rotary International? 

42. Provide statistics on muggings per capita in the proposed city.

Exhibit 3: Rotary International Convention Space Requirements

Please note the following in relation to the Space Allocation Grids. Space Allocation must be included in the original proposal.

· All space will be in use simultaneously.

· Assumes that move-in time is 06:00 hours and move-out time is 23:59 hours, with a 24-hour hold for the duration of the rental period.

· The official convention days are Sunday through Wednesday. Move-in days are before the beginning of the convention and move-out days are on or after the end of the convention. The only exceptions to this format are the preconvention meetings: Youth Exchange Officers (YEO), Rotaract, RYLA, World Peace Seminar (WPS), Alumni Reunion, and the International Institute.

· Offices include offices for the general secretary, the president, president-elect, president-nominee, Foundation chair, Foundation chair-elect, Trustees and the Board, and the International Convention Committee.

· Registration for preconvention meetings (YEO, Rotaract, RYLA, WPS, Alumni Reunion, and the International Institute) should be held in the general registration area whenever possible, provided that the preconvention meeting space is in the same building.
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Exhibit 4: Housing Attachments
Attachment A
1. List the total citywide room inventory and the total number of rooms committed to RI by hotel in the following categories:

	Driving Time to Plenary Session Facility (in minutes)
	Deluxe
	Superior
	Standard
	Economy

	5
	
	
	
	

	15
	
	
	
	

	30
	
	
	
	

	45 
	
	
	
	


2. List current average rack rates in May/June (indicating whether taxes are included) for the following categories:

	
	Single
	Double

	Deluxe
	
	

	Superior
	
	

	Standard
	
	

	Economy 
	
	


Attachment B-1
Convention Hotel Commitment Form (within North America)

(INSERT YEAR) Rotary International Convention

(INSERT PROPOSED DATES)

Hotel Name: ________________________________________is pleased to offer Rotary International (RI) the following room block:

Convention Bureau to complete proposed dates/year prior to distribution to hotels. 

	(YEAR) Dates
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE

	
	TUE
	WED
	THU
	FRI
	SAT
	SUN
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN

	Total Citywide Hotel Block
	
	700
	2100
	4900
	7000
	7000
	6650
	6300
	5600
	700
	350
	
	

	Block Percentage
	
	10%
	30%
	70%
	100%
	100%
	95%
	90%
	80%
	10%
	5%
	
	

	Hotel Room Block Offer
	
	
	
	
	
	
	
	
	
	
	
	
	


Important note: RI’s historic average occupancy per room is 1.75 pax. 
The following are minimum conditions required for participation in the Rotary International Convention room block.

DO NOT SUBMIT A PROPOSAL IF THE HOTEL IS UNABLE TO COMMIT TO THESE REQUIREMENTS; SUBMISSION OF THIS PROPOSAL INDICATES AGREEMENT WITH POINTS 1 AND 2:

1. RI’s room rates will be discounted a minimum of 40% off the hotel rack rate as published in the year before the convention, net non-commissionable, and will be the lowest rates offered during the convention period (no lower rate will be offered to other groups or individuals for any days during the RI room block unless applicable to all RI attendees, regardless of the time they were booked, including internet rates.) Exception for long-term corporate accounts.

2. Hotel agrees that unused rooms will be released back to the hotel, as of the established citywide hotel cut-off date (21-30 days prior to arrival) without liability to Rotary International. NO ATTRITION OR CANCELLATION PENALTIES WILL APPLY. RI will not sign contracts with hotels including attrition and/or cancellation penalties. This is non-negotiable.


The following conditions will also apply (please initial to the left of each item indicating your agreement):

_____
3. Hotel will provide the rooms indicated above on a FIRST option basis.

_____4. Hotel will provide a complimentary room policy of 1:35 room nights booked, on a cumulative basis.

_____5. Hotel agrees that all rooms booked will be confirmed with a credit card guarantee or one night deposit. Cancellations must be made 72 hours prior to arrival or guests forfeit deposit.

_____6. Hotel will provide a minimum of 10 staff rooms at a 50% discount off the net RI RATE for a period of up to 21 days. 
_____7. Hotel will provide complimentary in-room internet service. 
_____8. Other items/concessions for consideration:__________________________________

	*(CURRENT YEAR) Rotary International Net Room Rate

	Single/Double:
	
	Triple:
	
	Quad:
	

	Total Current Room Tax & Service Charges:          %


Net rates quoted include applicable discounts, but are not inclusive of tax.

*Please specify the year for which RI group rates were calculated.

HOTEL NAME: __________________________________________________________

HOTEL CONTACT/TITLE (please print): _____________________________________

ADDRESS: ______________________________________________________________

PHONE NUMBER: ___________________ FAX NUMBER: ______________________

E-MAIL ADDRESS: __________________ HOTEL WEBSITE:____________________

______________________________________
_____________________

AUTHORIZED SIGNATURE


DATE

Attachment B-2
Official Participant (OP) Hotel Commitment Form (within North America)

(INSERT YEAR) Rotary International Convention

(INSERT PROPOSED DATES)

Hotel Name: ________________________________________is pleased to offer Rotary International (RI) the following room block:

Convention Bureau to complete proposed dates/year prior to distribution to hotels.
	(YEAR) Dates
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date

	
	SUN
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN

	Total Citywide Hotel Block
	
	
	
	700
	2100
	4900
	7000
	7000
	6650
	6300
	5600
	700
	350
	
	

	Official Participant Hotel Room Block
	1000
	1000
	1000
	1000
	1000
	1000
	1000
	1000


	1000
	1000
	1000
	1000
	1000
	1000
	1000

	*Block Percentage
	100%


	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%

	Hotel Room Block Offer
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


* OP Hotels shall block 100% of the peak-night commitment over a two-week period, beginning the Sunday prior to the Convention and ending the Sunday following the convention, until the specific pattern is confirmed at the time the hotel is contracted.

Important note: RI’s historic average occupancy per room is 1.75 pax. 

The following are minimum conditions required for participation in the Rotary International Convention room block.

DO NOT SUBMIT A PROPOSAL IF THE HOTEL IS UNABLE TO COMMIT TO THESE REQUIREMENTS; SUBMISSION OF THIS PROPOSAL INDICATES AGREEMENT WITH POINTS 1 AND 2:

1. RI’s room rates will be discounted a minimum of 40% off the hotel rack rate as published in the year before the convention, net non-commissionable, and will be the lowest rates offered during the convention period (no lower rate will be offered to other groups or individuals for any days during the RI room block unless applicable to all RI attendees, regardless of the time they were booked, including internet rates.) Exception for long-term corporate accounts.

2. Hotel agrees that unused rooms will be released back to the hotel, as of the established citywide hotel cut-off date (21-30 days prior to arrival) without liability to Rotary International. NO ATTRITION OR CANCELLATION PENALTIES WILL APPLY. RI will not sign contracts with hotels including attrition and/or cancellation penalties. This is non-negotiable.


The following conditions will apply (please initial to the left of each item indicating your agreement):


_____3. Hotel will provide the rooms indicated above on a FIRST option basis.

_____4. Hotel will provide a complimentary room policy of 1:35 room nights booked, on a cumulative basis.

_____5. Hotel agrees that all rooms booked will be confirmed with a credit card guarantee or one night deposit. Cancellations must be made 72 hours prior to arrival or guests forfeit deposit.

_____6. Hotel will provide a minimum of 15 staff rooms at a 50% discount off the net RI RATE for a period of up to 21 days. 

_____7. Hotel will offer three (3) “Presidential/2 Bedroom Suites” over and above the 1:35 complimentary room policy.
_____8. Hotel will provide Forty (40) VIP amenities to RI Senior Leaders at no cost.

_____9. Hotel will provide upgrades to Concierge/Club level (if such categories exist at the Hotel) for up to 20 rooms.
____10. Hotel will provide complimentary rooms for pre-planning visits to the city by RI staff and Rotary Senior Leaders for a minimum of 40 room nights, based upon availability.
____11. Hotel will provide complimentary rooms and meeting space for two (2) pre-convention meetings of RI committees and staff, including a minimum of thirty (30) room nights per meeting.
____12. Hotel will hold all meeting space, at no cost to RI, until the hotel is contracted, at which time, space will be confirmed or released depending on the final program requirements.
____13. Hotel will provide complimentary in-room internet service.

____14. Other items/concessions for consideration:__________________________________

	*(CURRENT YEAR) Rotary International Net Room Rate

	Single/Double:
	
	Triple:
	
	Quad:
	

	Total Current Room Tax:          %


Net rates quoted include applicable discounts, but are not inclusive of tax.

*Please specify the year for which RI group rates were calculated.
HOTEL NAME: __________________________________________________________

HOTEL CONTACT/TITLE (please print): _____________________________________

ADDRESS: ______________________________________________________________

PHONE NUMBER: ___________________ FAX NUMBER: ______________________

E-MAIL ADDRESS: __________________ HOTEL WEBSITE:____________________

______________________________________
_____________________

AUTHORIZED SIGNATURE


DATE

Attachment C-1
Convention Hotel Commitment Form (outside North America)

(INSERT YEAR) Rotary International Convention

(INSERT PROPOSED DATES)

Hotel Name: ________________________________________is pleased to offer Rotary International (RI) the following room block:

Convention Bureau to complete proposed dates/year prior to distribution to hotels. 

	(YEAR) Dates
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE
	DATE

	
	TUE
	WED
	THU
	FRI
	SAT
	SUN
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN

	Total Citywide Hotel Block
	
	700
	2100
	4900
	7000
	7000
	6650
	6300
	5600
	700
	350
	
	

	Block Percentage
	
	10%
	30%
	70%
	100%
	100%
	95%
	90%
	80%
	10%
	5%
	
	

	Hotel Room Block Offer
	
	
	
	
	
	
	
	
	
	
	
	
	


Important note: RI’s historic average occupancy per room is 1.75 pax. Please limit room commitments to double and twin rooms only. There is no demand for single rooms.  
The following are minimum conditions required for participation in the Rotary International Convention room block.

DO NOT SUBMIT A PROPOSAL IF THE HOTEL IS UNABLE TO COMMIT TO THESE REQUIREMENTS; SUBMISSION OF THIS PROPOSAL INDICATES AGREEMENT WITH POINTS 1 AND 2:

1. RI’s room rates will be discounted a minimum of 40% off the hotel rack rate as published in the year before the convention, net non-commissionable, and will be the lowest rates offered during the convention period (no lower rate will be offered to other groups or individuals for any days during the RI room block unless applicable to all RI attendees, regardless of the time they were booked, including internet rates.) Exception for long-term corporate accounts.
2. Hotel agrees that unused rooms will be released back to the hotel, as of the established citywide hotel cut-off date (21-30 days prior to arrival) without liability to Rotary International. NO ATTRITION OR CANCELLATION PENALTIES WILL APPLY. RI will not sign contracts with hotels including attrition and/or cancellation penalties. This is non-negotiable.


The following conditions will also apply (please initial to the left of each item indicating your agreement):

_____
3. Hotel will provide the rooms indicated above on a FIRST option basis.

_____4. Hotel will provide a complimentary room policy of 1:35 room nights booked, on a cumulative basis.

_____5. Hotel agrees that all rooms booked will be confirmed with a credit card guarantee or one night deposit. Cancellations must be made 72 hours prior to arrival or guests forfeit deposit.

_____6. Hotel will provide a minimum of 10 staff rooms at a 50% discount off the net RI RATE for a period of up to 21 days. 

_____7. Hotel will provide complimentary in-room internet service. 

_____8. Other items/concessions for consideration:__________________________________

	*(CURRENT YEAR) Rotary International Net Room Rate

	Single/Double:
	
	Triple:
	
	Quad:
	

	Total Current Room Tax & Service Charges:          %


Net rates quoted include breakfast, applicable discounts, and VAT/GST.

*Please specify the year for which RI group rates were calculated.

HOTEL NAME: __________________________________________________________

HOTEL CONTACT/TITLE (please print): _____________________________________

ADDRESS: ______________________________________________________________

PHONE NUMBER: ___________________ FAX NUMBER: ______________________

E-MAIL ADDRESS: __________________ HOTEL WEBSITE:____________________

______________________________________
_____________________

AUTHORIZED SIGNATURE


DATE

Attachment C-2
Official Participant (OP) Hotel Commitment Form (outside North America)

(INSERT YEAR) Rotary International Convention

(INSERT PROPOSED DATES)

Hotel Name:  ________________________________________is pleased to offer Rotary International (RI) the following room block:

Convention Bureau to complete proposed dates/year prior to distribution to hotels. 

	(YEAR) Dates
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date
	Date

	
	SUN
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN

	Total Citywide Hotel Block
	
	
	
	700
	2100
	4900
	7000
	7000
	6650
	6300
	5600
	700
	350
	
	

	Official Participant Hotel Room Block
	1000
	1000
	1000
	1000
	1000
	1000
	1000
	1000


	1000
	1000
	1000
	1000
	1000
	1000
	1000

	*Block Percentage
	100%


	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%
	100%

	**Hotel Room Block Offer
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


* OP Hotels shall block 100% of the peak-night commitment over a two-week period, beginning the Sunday prior to the Convention and ending the Sunday following the convention, until the specific pattern is confirmed at the time the hotel is contracted.

**Important note: RI’s historic average occupancy per room is 1.75 pax.  Please limit room commitments to double and twin rooms only.  There is no demand for single rooms.

The following are minimum conditions required for participation in the Rotary International Convention room block.

DO NOT SUBMIT A PROPOSAL IF THE HOTEL IS UNABLE TO COMMIT TO THESE REQUIREMENTS; SUBMISSION OF THIS PROPOSAL INDICATES AGREEMENT WITH POINTS 1 AND 2:

1. RI’s room rates will be discounted a minimum of 40% off the hotel rack rate as published in the year before the convention, net non-commissionable, and will be the lowest rates offered during the convention period (no lower rate will be offered to other groups or individuals for any days during the RI room block unless applicable to all RI attendees, regardless of the time they were booked, including internet rates.)  Exception for long-term corporate accounts.

2. Hotel agrees that unused rooms will be released back to the hotel, as of the established citywide hotel cut-off date (21-30 days prior to arrival) without liability to Rotary International. NO ATTRITION OR CANCELLATION PENALTIES WILL APPLY.  RI will not sign contracts with hotels including attrition and/or cancellation penalties.  This is non-negotiable.

The following conditions will also apply (please initial to the left of each item indicating  your agreement):

_____3.  Hotel will provide the rooms indicated above on a FIRST option basis.

_____4.  Hotel will provide a complimentary room policy of 1:35 room nights booked, on a cumulative basis.

_____5.  Hotel agrees that all rooms booked will be confirmed with a credit card guarantee or one night deposit.  Cancellations must be made 72 hours prior to arrival or guests forfeit deposit.

_____6.  Hotel will provide a minimum of 15 staff rooms at a 50% discount off the net RI RATE for a period of up to 21 days.  

_____7.  Hotel will offer three (3) “Presidential/2 Bedroom Suites” over and above the 1:35 complimentary room policy.

_____8.  Hotel will provide Forty (40) VIP amenities to RI Senior Leaders at no cost.

_____9.  Hotel will provide upgrades to Concierge/Club level (if such categories exist at the Hotel) for up to 20 rooms.

____10.  Hotel will provide complimentary rooms for pre-planning visits to the city by RI staff and Rotary Senior Leaders for a minimum of 40 room nights, based upon availability. .

____11.  Hotel will provide complimentary rooms and meeting space for two (2) pre-convention meetings of RI committees and staff, including a minimum of thirty (30) room nights per meeting.

____12.  Hotel will hold all meeting space, at no cost to RI, until the hotel is contracted, at which time, space will be confirmed or released depending on the final program requirements.

____13.  Hotel will provide complimentary in-room internet service.

____14.  Other items/concessions for consideration:__________________________________

	*(CURRENT YEAR) Rotary International Net Room Rate

	Single/Double:
	
	Triple:
	
	Quad:
	

	Total Current Room Tax & Service Charges:                    %


Net rates quoted include breakfast, applicable discounts, and VAT/GST.

*Please specify the year for which RI group rates were calculated.
HOTEL NAME: __________________________________________________________

HOTEL CONTACT/TITLE (please print): _____________________________________

ADDRESS: ______________________________________________________________

PHONE NUMBER: ___________________ FAX NUMBER: ______________________

E-MAIL ADDRESS: __________________ HOTEL WEBSITE:____________________

______________________________________
_____________________

AUTHORIZED SIGNATURE


DATE

Exhibit 5: Convention Promotion Timeline
Promotional efforts for future conventions, except for the international assembly program, and those presentations allowed during PETS, should not commence until the opening of the current year’s convention, to avoid interference, overlap and conflict of convention promotion activities. However, a passive promotional medium, such as a website, necessitates additional efforts to achieve a high level of participation and registration; consequently, promotional activities within the host area may begin earlier. During the convention dates the year prior, RI may post housing and registration forms on its website, or as they are available. As a service to registrants, RI will also offer online registration and housing, purchase of tickets to Host events, and promotional materials for the upcoming convention at the current convention.

Two Years before the Convention

June or July-August/September 

The RI president may choose to appoint a Convention Promotion Committee if additional promotion is needed. If the president appoints a Convention Promotion Committee, he should appoint a committee chair two years before the convention and the full committee no later than the end of October two calendar years before the convention, so that it may begin its work on-site at the current year’s convention. 

The president, in consultation with the RI Convention chair, should consider designating a Convention Promotion Committee chair in time for the chair to attend the August/September ICC meeting that takes place approximately 22 months before the convention. The president and the convention chair should consider appointing people to the promotion committee, who are skilled at marketing, communications, promotion, design, public speaking, public relations, and team building. These skills will be applicable in the development of a convention promotion campaign and any special promotional tools, such as kits, which should be planned and budgeted for in advance. The HOC promotion chair should also be appointed to the committee.

The duties of committee members include promoting the convention at the Rotary Institute to which they are assigned and working with the district convention promotion chairs from their assigned zones. The promotion campaign may involve holding contests, creating incentives, buttons, flash drives with promotional materials, and producing a newsletter for committee members.

During this time frame, RI staff will also work with convention volunteers (HOC volunteers, Promotion Committee members, or International Convention Committee members) to develop multimedia promotional materials, including an invitation to attendees from the president-elect, which will then be produced and duplicated in the appropriate languages and formats for all the district governors-elect attending the international assembly in the year before the convention.  As the president-elect will usually attend the Convention Committee meeting in August, two years out from the convention to be promoted, it will be easier to film the DVD during that period to allow sufficient time to produce the DVD for the international assembly. 
October-December

Information for the primary convention promotion brochure and applicable forms must be gathered at least 18 months before the convention and translated.

1 Year Prior to the Convention

January-April

Pursuant to the RI Board decision of November 2009, “the convention to be held in the same year as the assembly should be promoted more prominently than the convention held in the subsequent year.”

During the banquet at the closing plenary session of the International Assembly, a presentation promoting the next year’s convention will be offered. The presentation may include introductory remarks by the International Convention Committee (ICC) chair, the RI president and president-elect, and the Convention Promotion Committee chairs, if such committees are appointed, and a multimedia presentation or entertainment provided by the HOC. 

Multimedia promotional materials will be distributed from a promotional booth to district governors-elect during the International Assembly. At the assembly, district governors-elect will be asked to communicate the names of their district promotion chairs and district attendance goals for the upcoming convention on a commitment form at the promotions booth. 
At its February/March meeting on-site at the convention host city, the Convention Promotion Committee will define activities for promoting the following year’s convention at presidential events, Rotary Institutes, and other RI events so that staff can prepare for the distribution of promotional materials throughout the year. At this same meeting, the committee members prepare individual zone goals and promotional plans, put together local sales teams, and identify promotable elements of the host city and RI program, in accordance with the RI Strategic Plan. Committee members should bring cameras, videocams and notebooks to capture information for their promotions during tours and presentations. Some committee members may choose to use Twitter and post to Facebook accounts during the committee meeting to generate curiosity and interest within their assigned area. 

In order to increase awareness of the following year’s convention, RI will provide a link to that convention’s website and permit advance promotion activities at PETS. After the March convention preregistration deadline, promotion at district conferences and communications from the next year’s convention promotion committee are both permitted prior to the completion of the current year’s convention. After the conclusion of the current year’s convention, full promotion of the following year’s convention may commence.
In April, planning for coverage of the convention in The Rotarian begins: 
· The convention editor visits the convention location
· a calendar of coverage is planned
· extended convention coverage is usually included in the October issue with the guidance of convention stakeholders, which can include the ICC and Convention Promotion Committee chairs, the HOC, and RI staff.

May-June

At the current convention, the HOC and the Convention Promotion Committee will staff a promotional booth with literature about the upcoming year’s convention for attendees. No commercial products will be distributed at this booth. The HOC will work out booth details with the general secretary. Representatives of the official convention housing agency and the RI Secretariat staff will share the convention booth space with the HOC in order to register guests, distribute convention registration and housing forms, the first RI promotional brochure, and multimedia promotional materials. Where appropriate, news releases issued from the current convention will mention the upcoming convention.

Rotary Convention Year

The timetable as listed below is subject to change.

July

Registration and housing forms will be available for the upcoming convention on the RI website. Downloadable photos, postcards, and other tools will gradually be added to the website to help Rotarians promote the convention and will be distributed concurrently to appropriate volunteers. Convention e-bulletins will promote the materials available on the RI website.  Appropriate and timely social mediums will generally be used during this time frame. 

August

A DVD of speeches from the recently completed convention will be available to attendees for purchase in August.

An official invitation to the convention by the RI president may be published in the August or September issue of The Rotarian. The first promotional brochure containing general information on registration, travel arrangements, program plans, etc., will be sent to all Rotary club presidents, district governors, district governors-elect, general RI officers, the ICC, the Convention Promotion Committee, and the district convention promotion chairs for the year of the convention. Text or photos from this brochure will be posted on the RI website. Information about HOC and RI ticketed events will be disseminated in convention e-bulletins and news stories on the home page of the RI website.

September

A wrap-up of the recently completed convention may be published in the September issue of The Rotarian.
A promotional article and general information may appear in The Rotarian. An invitation to the convention by the RI president, and registration and housing forms when appropriate, will be published in all Rotary World Magazine Press.

October
Extended convention coverage (including a promotional message about the convention from the RI president, may be published in the October issue of The Rotarian. A promotional article and general information may appear in the convention e-bulletin. A call for projects for the Club and District Projects Exhibition may be posted on the RI website.

The following downloadable forms will be posted on the RI website as appropriate and when they become available:
· unofficial affiliated events procedures and form,
· Club and District Projects Exhibition and Global Networking Groups booth applications.

· Breakout session proposal form

· Preconvention programs and registration information

November
A promotional article and general information may appear in The Rotarian and the convention e-bulletin to encourage Rotarians to register before the first preregistration deadline, which is usually in December.

December

A convention e-bulletin will be sent to the Meetings E-Group (Rotarians who asked to receive RI meetings information regularly on an electronic basis), to remind members of the first preregistration deadline.

January-February

The HOC has the option of hosting a small booth to promote the convention and answer questions at the current year’s assembly. It will be located in a separate area from the upcoming year’s convention promotion booth. Every effort will be made to promote the convention speakers, entertainers, and breakout sessions via multimedia materials as well as through the presentation given at the plenary session by the RI Convention or Convention Promotion Committee chairs. 

A promotional mailing may be sent to RI general officers, district governors, past district governors, district governors-elect, designated Rotary club presidents, and district convention promotion chairs. Copies will also be distributed to Rotary World Magazine Press, the RotaryLeader, and the RI website editorial team.

Promotional articles may be published in The Rotarian, in the Rotary World Magazine Press, the Rotary Leader and on the home page of the RI website to encourage Rotarians to register before the last preregistration deadline. 
March
A promotional article may be published in The Rotarian and the Rotary World Magazine Press. A reminder about the second preregistration deadline and RI and HOC ticket order deadlines will be sent in the convention e-bulletin (for members of the Meetings E-Group). Planning begins for coverage of the convention through social media.
April-May

Promotional articles and information will appear in The Rotarian, the Rotary World Magazine Press, the Rotary Leader, and the convention e-bulletin.

June
The official program book (including transportation information) will be posted on the RI website when available.

Real-time coverage will also be posted on the RI website.

Exhibit 6: Standard Operating Procedures

The following standard operating procedures will remain in force for each RI Convention unless the International Convention Committee (ICC) recommends to the Board a specific change for the convention the committee is planning.

Registration
The general secretary is responsible for convention registration, including pre-convention meetings and RI-ticketed events. Convention registration will be handled as follows:


· Official participants and general registrants: Official participants are current district governors and spouse, district governors-elect and spouse, past RI directors and spouse, directors-nominee and spouse, past general secretaries and spouse, past TRF trustees and spouse, current RI/TRF committee chairs and spouse, and spouses of deceased Rotary senior leaders all of whom are unpaid participants in the convention.(RCP 57.050.2.) General registrants are Rotarians, Rotaractors, Foundation alumni, Foundation Scholars, Youth Exchange students, Rotary club/district employees, Interactors, RYLArians, spouses of deceased Rotarians, and their guests. (RCP 57.050.1.) Guests must register and be accompanied by an authorized general registrant or registered official participant. Guests who are 18 years old or younger must be supervised at all times during the convention. Registrants are limited to five guests in this age group.
The official registration form will be available at the preceding RI Convention and be distributed by worldwide mailings in the August before the convention. Online registration will be offered at the preceding RI Convention; RI and the HOC will include space for computer kiosks in the convention promotion booth. Registrants may also download forms from the RI website beginning the August before the convention. 

All registrants must submit a completed and signed official form to RI Registration Services by the Board-approved deadline, typically 31 March of the convention year. Online registration will be available until the end of May, and registration materials for those who register between 1 April and 31 May will be prepared on-site upon demand. Upon receipt of the registration form and the appropriate fees (see “Payment” below), RI Registration Services will issue a registration confirmation and a letter of invitation for visa purposes (if necessary) via e-mail. Along with the registration confirmation, registrants will receive basic travel planning information, the preliminary program, and the host ticket order form. All materials will be mailed by post when an e-mail address is unavailable or the e-mailed confirmation is returned as undeliverable.

Registrants who wish to cancel their registration must submit a request in writing (no verbal cancellations will be accepted) before the cancellation deadline in order to receive a refund of registration fees paid, less a US$50 processing fee. Registrants who cancel after the deadline will not receive a refund, except in cases of force majeure. Cancellation requests submitted because of a failure to obtain a visa for travel will result in a refund if RI Registration Services receives written notice no later than the first day of the convention; requests received after the convention will not be refunded. Cancelled registrations are not transferable. 

Registrants must pick up their own registration materials on-site and will be required to provide photo identification for security purposes. Anyone registered under a particular registration ID number may collect the materials, but RI will not issue a registration packet to anyone other than the registrant, even if the registrant has cancelled or is otherwise absent. Permission to include additional materials to be distributed in the registration packets is at the sole discretion of the general secretary and must be requested no later than 31 March of the convention year. RI will not distribute HOC materials.

· Rotary senior leaders (RSLs) and convention officials: The following officers will use an RSL convention registration form: the RI president, the RI president-elect, and the RI president-nominee and their family members; aides to the RI president, the RI president-elect, and the RI president-nominee; the RI Board of Directors and directors-elect; the Foundation trustee chair, trustees, and incoming trustees; past RI presidents, current ICC members, future ICC members, the general secretary, officers of Rotary International in Great Britain and Ireland (RIBI), designated sergeants-at-arms, and committee members of officially convened committees as determined by the RI president and speakers.

RSL registration forms will be distributed to RSLs and convention officials by their designated RI staff liaisons in the August before the convention. RI staff liaisons are RI or Foundation staff members who serve as contacts for Rotary senior leaders, Foundation speakers and guests, vendors, RI speakers, sergeants-at-arms, and others. To ensure a consistent flow of accurate information, the primary staff liaison must be the sole source of communication for the leader or official. RI staff liaisons are responsible for the leader’s or official’s adherence to all registration and housing reservation deadlines. All Foundation communications for meetings will be delivered by the Foundation-designated liaison.

All RSL registrants must submit a completed and signed RSL registration form to RI Registration Services by the Board-approved early registration deadline, typically 15 December in the year before the convention. RI staff liaisons will make sure that forms have been completed properly — that badge information is provided, registrant categories are clearly indicated, and RI events and preconvention meetings are selected. RI staff liaisons will also indicate the amount that RI will cover and include the cost center, the account number, the analysis code (if applicable), and authorization from the cost center manager. The RSL or convention official must provide credit card authorization on the completed RSL registration form for any amount that is not covered by RI.

Upon receipt of forms and appropriate fees (or cost centers), RI Registration Services will issue registration confirmations to the designated staff liaisons for distribution.

· Groups: Clubs, districts, and tour operators who wish to register groups of 25 or more for the convention must submit a completed and signed registration form for each family, or a single electronic spreadsheet indicating the appropriate registration information, to RI Registration Services by the Board-approved deadline, typically 31 March of the convention year. Upon receipt of the forms/spreadsheet and appropriate fees, RI Registration Services will issue confirmations and letters of invitation (if required) to the group organizer for distribution. RI Registration Services will do its best to seat registrants who are part of a group in the same section during plenary sessions. Reserved plenary session seating will be provided to registrants who qualify under RI protocol.

The group organizer will be the sole contact person for all group-related correspondence and will serve as the liaison between group registrants and RI Registration Services. All changes to and cancellations of registrations must be submitted in writing by the group organizer. The same cancellation policy applies to groups and individuals. Cancelled group registrations are not transferable. People who are currently registered as individuals and wish to transfer to a group will be charged a US$100 transfer fee. This same fee applies to those who are registered in a group and wish to be registered as an individual.

Group organizers or designated tour leaders must pick up all registration materials for the group at one time upon arrival at the convention. Group registration packets cannot be distributed individually; the group organizer is responsible for distributing all registration materials to group registrants. RI will not provide replacement registration materials to individuals after releasing group materials to the group organizer. Nor will RI collect and distribute individual registration packets to tour group organizers who have not registered their participants as a group. Those individuals must collect their registration materials in person. 

RI offers 1 complimentary registration for every 25 paid registrations for non-Rotarian tour leaders. Additional tour leaders above and beyond the complimentary allotment must pay the established registration fee.

· Exhibitor and Miscellaneous registration: Paying RI licensed vendors, host business expo exhibitors, will be provided up to six complimentary House of Friendship access badges per booth for booth staff. Any additional badges will be available for US$50 per badge if requested before the March pre-registration deadline. All badges requested after the March pre-registration deadline shall be available on-site for US$100 per badge.

RI projects and Global Networking Groups exhibitors that do not pay a booth rental fee may obtain House of Friendship access badges for their booth staff for US$50 per badge if requested before the March pre-registration deadline. All badges requested after the March pre-registration deadline shall be issued on-site for US$100 per badge.

The Host Organization Committee (HOC) may obtain a reasonable quantity, as determined by the convention manager, of complimentary House of Friendship access badges and set up wristbands for its volunteers, entertainers, and convention service vendors to adequately support on-site HOC convention responsibilities, if requested before the March pre-registration deadline. All badges requested after the March pre-registration deadline shall be available on-site for US$100 per badge. RI shall provide the wristbands and the badges to the HOC who will distribute them according to its needs and in compliance with RI policy. Any exhibitor who wishes to attend a plenary session, workshop, or other official convention event may do so after registering at the corresponding convention registration fee established by the Board.

Convention sponsors of US$10,000 or more will be provided up to six complimentary full-access convention badges for their representatives if requested before the March pre-registration deadline. Requests for additional badges, and requests received after the March pre-registration deadline shall be issued at the “Guest 19 Years and Over” registration fee.

The general secretary may allow exceptions to the above policy as he deems appropriate. (RCP 57.050.4.)
· Badges: Rotarian badges will include the following: Call name, full name, classification, club name, and country. Guest badges will include call name, full name, home city and country. RSL badges will include call name, full name, Rotary title, classification, club name, and country. (RCP 57.050.5.)
· Online RI Registration: Based on Information Systems research and findings, RI will not implement nor consider requests to pre-populate basic registration information as part of the online RI registration, RI housing, and HOC ticket sales process. This enhancement proved to be too complex and costly and would compromise RI data security.
Payment
Registrants must submit the appropriate registration and ticketed event fees with their registration requests. Fees may be paid by credit card (Visa, MasterCard, American Express, Diners Club, or JCB), traveler’s check, personal check drawn on a U.S. bank, or cashier/counter check in U.S. dollars drawn on a U.S. bank. In countries with RI offices (formerly “service centers”), registration fees may be remitted in the local currency at the established rate of exchange. In countries where an RI fiscal agent is located, registrants must remit payment to the agent. (RI Registration Services will confirm those countries with fiscal agents and advise registrants.) Registrants from currency-restricted countries — those located outside the jurisdiction of an RI office or fiscal agent — may register as “fees due” and pay registration fees on-site at the rate available when RI Registration Services received the registration form. RI does not accept “fees-due” registrations from registrants of non-currency restricted countries who are able to use one of the payment methods listed above, but RI will issue fees-due notices for payment of remaining balances. If fees are not received by the deadline on the notice, the registrant will pay the applicable on-site fee. Cancelled registrations cannot be reinstated. Subsequent requests will be honored at the rate applicable at the time of the new request. 

Session assignment
When multiple opening or closing plenary sessions are scheduled, RI will assign them by registration ID in the order of registration, except in the case of groups and ticket holders for RI luncheons, which may conflict with opening or closing programs. Groups who have identified themselves in advance and have registered their participants together will be assigned to one opening session. Group participants who have registered individually will be assigned to an opening session in the order of registration ID order. As necessary, RI event ticket holders will be assigned to a non-conflicting plenary session. Otherwise, RI cannot accommodate requests for specific opening session assignments. Registrants may direct such requests to the on-site registration desk for further consideration, and they may be honored if plenary session tickets are available as a result of no-shows and trade-ins. 

Opening plenary session assignments will be confirmed via the registration confirmation. Because of historical housing departure patterns, RI never arranges for closing session seats for every registrant at the convention. The schedule for closing sessions is based on total convention registration and closing night housing figures. When multiple closing sessions are scheduled, RI assigns them on-site at registration, per registrant request, on a first-come, first-served basis.  
Housing
Convention housing will be handled as follows:

Official participant and general registrant housing: The official convention housing form will be distributed at the preceding convention and by worldwide mailings in the August before the convention (RCP 57.060.2.). Rotarians may also download forms from the RI website beginning the August before the convention. At the preceding convention, the RI-designated convention housing agent will offer online booking; RI and the HOC will include space for computer kiosks in the convention promotion booth. 

To reserve a room through the official housing agent, the guest must submit a properly completed and signed housing form and a credit card guarantee or room deposit to the agent by the housing deadline of the convention year (approximately 30 days before the convention). Upon receipt of the form and the deposit, the RI housing agent will issue a confirmation. 

Official participants may reserve rooms at official participant hotels (OP hotels) on a first-come, first-served basis through the official housing agent. 

After the first preregistration deadline (typically 15 December), all available official participant rooms will be released for use by general registrants. Until that time, official participant rooms will be blocked for their exclusive use. 

Guests must submit cancellation requests in writing before the cancellation deadline in order to receive a refund of the room deposit. Requests received after the deadline will be subject to cancellation penalties (based on the housing contract). 

· Rotary senior leader housing: The Rotary senior leader (RSL) housing form will be distributed to RI staff liaisons in the August before the convention. All RSL registrants must submit a completed and signed RSL housing form to RI Registration Services by the Board-approved early registration deadline, typically 15 December of the year before the convention. RI staff liaisons will make sure that forms have been completed properly, with guest information, room preferences, and any special requests provided. RI staff liaisons will also indicate the amount that RI will cover and include the cost center, the account number, the analysis code (if applicable), and authorization from the cost center manager. The RSL or convention official must provide credit card authorization on the completed RSL housing form for any amount not covered by RI. 

Upon receipt of RSL housing forms, cost centers, and credit card authorizations (if necessary), RI Registration Services will issue housing confirmations to the designated RI staff liaisons for distribution.

· Group housing: Clubs, districts, and tour operators who wish to reserve blocks of 20 or more rooms must submit a group housing form to the official housing agent. The group housing form will be available at the preceding convention and will be accepted on a first-come, first-served basis. Subject to the discretion of RI Registration and Housing Services, approximately 20 percent of each block of hotel rooms (not including OP hotel rooms) will be set aside for use by groups. OP hotels and those designated by RI for special groups (Youth Exchange offers, Rotaractors, Institute members, etc.) will be available to groups after the first preregistration deadline (typically 15 December), based on availability. Groups must submit a deposit for each room when the block is established. No group rooms will be held without an accompanying deposit. As of the December group housing deadline, groups may reduce or release requested room blocks without penalty and for a refund of the original deposit. Otherwise, full prepayment for all rooms is due to the housing agent at this time. If groups release or cancel room blocks after the December deadline, they will forfeit the entire prepayment, including the original deposit. The group organizer and the official housing agent will coordinate all group housing transactions.

Ticketed Event Sales
RI event tickets are available to all convention registrants on a first-come, first-served basis. RI event tickets can be purchased on the convention registration form or online via Member Access when registering online. Participants must register for the convention before purchasing tickets. RI event tickets will not be sold in advance to those who register as “fees due” but may be available for purchase on-site, on a first-come, first-served basis. Tickets purchased before the registration deadline (generally 31 March) will be included with the registration materials. All attendees of RI-ticketed events must also be registered for the convention.

A registrant who wishes to cancel a ticket order must submit a cancellation request in writing to RI Registration Services by the ticket cancellation deadline (generally 30 April) to receive a refund. After the deadline, no refunds will be issued. All on-site ticket sales are final.

Reserved Seating
The sergeants-at-arms will reserve seats at convention plenary sessions and entertainment features for Rotary senior leaders and voting delegates in accordance with Board-approved protocol (RCP 26.080., RCP 62.030., and RCP 57.120.9.). The convention badge will indicate if the registrant has reserved seating. Reserved seating is customarily provided for each member of the immediate family of the Rotarian entitled to sit in the reserved section, except in the case of voting delegates. Seats reserved for key RI officials will have names affixed to them. Voting delegates will have reserved seating only for sessions in which voting is taking place. 
All credentialed representatives of the news media (press, radio, and television) will be allowed into the, as preapproved by the RI press center. The news media will be seated based on the venue size, the plenary session facility setup, and RI protocol. The Press Center must inform the appropriate International Meetings staff of seating needs approximately 45 days before the convention.

Except for those seats permanently reserved, any unused reserved seats are opened for general seating five minutes before each session commences. Permanently reserved seats are for

· RI president, president-elect, and president-nominee and their spouses and families

· Past, present, and incoming RI directors and their spouses or guests

· Past, present, and incoming trustees and their spouses or guests

· Past RI presidents and their spouses or guests

· Past and present general secretaries and their spouses or guests

· Aides to the RI president, the RI president-elect, and the RI president-nominee and their spouses or guests

· Spouses of deceased past general officers of RI and their guests

· RIBI officers and their spouses or guests

· International Convention Committee members and their spouses or guests

· Chief sergeant-at-arms and spouse or guest

· Future ICC members and their spouses or guests

· Convention Promotion Committee members and their spouses or guests

· Arch C. Klumph Society members
· Level 4 Major Donors
· Credentialed external and Rotary media

· Others whom the RI president, ICC chair, or sergeant at arms consider appropriate

Officer Ribbons and Stickers
Officer badge ribbons are ordered based on the current Official Directory for current committees and incoming and past RI general officers. 
RI will also provide limited quantities of convention attendance stickers and language stickers in the official RI languages. These will be available on a first-come, first-served basis at the officer ribbons booth.

Product distribution and Rotary Fellowships product sales
The free distribution of products of various kinds and the specific distribution methods may be authorized only if it is in the best interest of the convention attendees. If the RI general secretary approves such distribution, he will set forth the exact conditions.

Rotary Fellowships do not need to be licensed by RI to sell merchandise at RI-mandated meetings through the 2012 convention as long as they meet the following requirements:

· Fellowships will sell products that either carry the fellowship’s logo or are event specific.

· Fellowships will submit a list of items and descriptions to the general secretary for review, leaving enough time for production.
· Fellowships will agree to purchase their goods from official licensees whenever possible or will otherwise get specific RI authorization in accordance with Board policy. 

Consistent with Board policy, fellowships will ensure that revenues from such sales will be applied to fellowship promotion efforts and not be generated purely for profit. Any sales of goods going forward after the 2012 Convention are subject to RI’s standard licensing requirements and would be allowed only from the licensee area. (RCP 34.040.3.).
Exhibit 7: HOC Structure
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Exhibit 8: House of Friendship and RI Exhibit Hall

The House of Friendship (HOF) should reflect the historical background and culture of the host country or emphasize characteristics of the host city that set it apart from other cities. Originality, beauty, and function have been the hallmarks of the HOF at previous conventions. It also provides clubs and districts with an opportunity to share their success stories in service through an RI-organized exhibition. Rotarians can buy RI emblem merchandise and join one of the many Global Networking Groups in the HOF. 
Concept/Theme 
The HOC will present a theme for the HOF to the RI president, the International Convention Committee (ICC) chair, and the general secretary at the ICC meeting for approval. 


Floor Plan 

The HOF should include an entertainment area, food and beverage concessions, a comfortable seating area (for 800-1,000 people), and host sales and souvenir booths in at least a 54,000 square foot (approximately 5,000 square meter) area. An HOC booth area is optional and dependent on available space.

RI exhibits have been part of the HOF at most conventions. When RI and HOC exhibits are planned for the same hall, the general secretary and the HOC must review the plan together before presenting it to the ICC. 

The president has the final authority over the floor plan and must approve it through the general secretary before any booth space can be allocated.

The HOC may wish to have a final approved floor plan 14-18 months before the convention if a Host booth area is planned. Sales of HOC booths may begin at the preceding convention at the same time that registration is opened as long as the floor plan and applications have been approved by RI and the president as necessary. 

Entertainment Program

The HOC prepares a plan and schedule for the entertainment in the HOF. This entertainment should not interfere with the convention plenary sessions or any other convention features that the ICC deems important.

Food and Beverage Concessions

The HOC develops the menus offered in the HOF, negotiates the contract for the food service, decorates the serving area, arranges for the volume of people anticipated, and negotiates the prices for the various proposed menus. Menus should be international in scope and provide for vegetarian needs.  RI provides historical convention order information for the concession area to the HOC to use in its negotiations.
The decision of whether to serve liquor or allow smoking must be dictated by the venue’s rules and regulations and be culturally appropriate and approved by the RI president and the ICC chair.

Sales and Souvenirs 

HOC booths primarily sell merchandise and host event tickets, distribute host exhibitor badges and provide home hospitality, among other activities.
In order to sell tickets and distribute tickets, the HOC requires booth space in or adjacent to the HOF or in the registration area, if possible.

The HOC must provide a copy of its exhibitor list to the general secretary via the International Meetings staff on a monthly basis, with the final list submitted 75 days before the convention so that it can be presented to the convention chair for approval and included in the official convention program guide. Any exhibitors who purchase booth space after this deadline will not be included in the program guide. RI reserves the right to refuse access to any HOC exhibitor for noncompliance with the rules and regulations for the convention. 

The HOC must also provide a copy of its exhibitor application, terms & conditions and exhibitor manual to the general secretary via the International Meetings staff for review and approval before sending it to approved exhibitors, to help eliminate any discrepancies in exhibit hours and HOF rules and regulations. RI may ask to add specific materials related to registration to the exhibitor manual. 
Booth space in the HOF or the RI exhibit area is allocated to the HOC for local vendors/retailers selling souvenirs. Often the HOC negotiates with the retailers for a percentage of the profits or charges a rental fee for the booth space. This fee must be in line with or not significantly lower than the fee charged by RI to licensed merchandise vendors. 

Exhibitors may include retailers selling non-Rotary items, tourism groups, and any other groups wanting to promote themselves or sell products to Rotarians. Fundraising, by any entity other than The Rotary Foundation itself, is not allowed in the HOF or the adjacent exhibit areas. 

When offered at a convention, the Host booth area provides the HOC and the local region with an opportunity to promote vocational exchange and encourages communication while creating dialogue between potential trade partners and non-profit organizations that assist Rotary clubs in worldwide service projects. Often larger expositions offer the opportunity to showcase local craftsmanship and goods as well as international merchants. These exhibits typically provide a profit center for the HOC.

Operational Manpower

The HOC provides a staff for the HOF, including greeters, multilingual speakers, organizers, and contractor liaisons.

RI  
An allocation for expenses related to the production of the HOF is included in the RI Convention budget. The loan amount (maximum of US$150,000) is determined by the ICC and will be repaid when the HOC experiences a financial surplus. 
General

The HOC and the general secretary will jointly select the service provider(s) for the HOF and the RI Exhibit Hall to ensure a smooth planning process and non-duplication of efforts and to seek volume pricing. In matters not specifically decided upon by the ICC or readily found under specific RI policy, the HOC should consult with and obtain the approval of the general secretary or his designee.

The HOC and/or the ICC are highly encouraged to plan a welcome event to promote attendance at the HOF opening. 
Exhibit 9: Sample HOC Budget Sheet                                                                           
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Exhibit 10: HOC Guidelines for Use of RI Convention Logo

1. For convention logos through and including the 2014 convention, the HOC is primarily responsible for creating a convention logo that incorporates the Rotary emblem and the dates, year, and location of the convention. This draft logo must be submitted to the RI Intellectual Property Department and the RI Design Department for review and approval of the use of the Rotary name and Rotary emblem. RI reserves the right to make suggested changes related to logo standards, reproducibility, translation concerns, and trademark clearance, among other changes. Following clearance of the logo by the general secretary, the logo must be approved by the president (who will serve as president in the year of the applicable convention), the ICC Chair (who will serve as Chair in the year of the applicable convention), and the general secretary, based upon the recommendation and approval of the respective ICC. Beginning with the 2015 convention, primary responsibility for the design of the convention logo shifts to RI. The current RI president in conjunction with the general secretary will approve future convention logos, beginning with the 2015 convention logo. Any convention tag line, slogan or theme is subject to the same development, review and approval process and policies as the convention logo and all references to the convention logo throughout this Exhibit should be read to also pertain to any convention tag line, slogan or theme.  

2. The word “Rotary,” and [image: image12.jpg]


 (the Rotary emblem) as well as numerous other names and logos of RI, including convention logos are the intellectual property of RI and collectively referred to as the “Rotary Marks.” Because RI owns the officially adopted convention logo, it is included in the Rotary Marks. RI retains all rights in the convention logo, including, but not limited to, trademark/service mark and copyright. The HOC agrees to effect any necessary assignment(s) to transfer right, title and interest, including intellectual property rights and other rights in any design elements of the convention logo to RI and/or to help facilitate such an assignment, should such an assignment be necessary.

3. RI will grant the HOC a limited right to use the convention logo, within the guidelines set forth herein, in accordance with general RI policy, and as further specified in any agreement between the HOC and RI.

4. All RI policies, rules and guidelines related to the use of the word “Rotary” and [image: image13.jpg]


 will apply to the convention logo and to its use by the HOC. No version of the convention logo other than the officially adopted version will be permitted without prior review by the RI Licensing Section and approval of the RI president for the year of the convention on an individual basis.

5. No modification, alteration, or obstruction of the Rotary Marks (including the convention logo) is permitted regardless of size and in any medium, including, but not limited to, silk screening, embroidery, engraving, laser engraving, casting, printing, and stamping. The Rotary Marks must always be reproduced in their complete form. The Rotary emblem may be reproduced in any one color or in two colors. If the Rotary emblem is reproduced in two colors, it must be reproduced in its official colors of royal blue and gold, in accordance with the Manual of Procedure, the Rotary Code of Policies (“RCP”) and the RI Visual Identity Guide. If the convention logo is reproduced in one color, all components of the convention logo, including graphics and words, must be reproduced in that one color. See Article 33 of the RCP and Chapter 5 of the 2010 Manual of Procedure, or the most current version thereof, for more details on the use of the Rotary Marks and their reproduction.

6. Whenever the Rotary Marks are reproduced on goods or merchandise, they must be reproduced by a RI Licensee or another vendor or manufacturer authorized to reproduce the Rotary Marks by RI. All goods bearing the convention logo should be reproduced by RI Licensees. If the desired goods are not reasonably available from a RI Licensee, the HOC must request a one-time release to reproduce the Rotary Marks from the RI Licensing Section for the otherwise unauthorized vendor. The grant of such release is at the discretion of RI.

7. HOCs are granted an exception to RI licensing policies for souvenir sales of goods bearing the convention logo and other local indigenous goods sold by the HOC from its booths at the convention.  
a)
This exception does not authorize HOCs to sell goods bearing solely the Rotary name or the Rotary emblem or any of the other Rotary Marks, because such goods would not fall within this exception to RI licensing policies and would, therefore, be in direct competition with RI Licensee goods.

b)
This exception applies only to souvenir sales by the HOC from the HOC booths at the convention. This exception does not authorize sales of convention logo merchandise prior to the convention, on the Internet, by mail order, or otherwise, even if such goods are sold via mail order or on the Internet prior to the convention but not distributed until the convention, and irrespective of any point of sale determination. 

c) 
The RI Licensee manufacturing the goods or reproducing the convention logo, or any other of the Rotary Marks on such goods for the HOC is not exempt from RI's licensing policies or the provisions of that Licensee's license agreement with RI. 
d) 
The HOC is subject to RI policies concerning circularization of Rotarians. The HOC may not send mailings to Rotarians. Internet and mail-order sales by the HOC to individual Rotarians are not permitted, even where the Rotarians in question are convention registrants (see, also, paragraph 9). HOCs are not permitted to make Internet and mail-order sales to Rotary clubs and districts, as such sales are reserved as the rights and privileges of RI Licensees. (RI Licensees are also not permitted to send mailings to individual Rotarians, whether or not they are convention registrants.)

e)
Notwithstanding the restrictions regarding advance sales of goods set forth in subsection d), above, HOCs may distribute promotional materials for the convention, such as brochures and pins bearing the convention logo, prior to the convention, as long as the materials are not for sale but are free of charge, subject to the provisions of paragraph 6, above and subsection f) below.

f) 
The RI Licensing Section must review and approve all goods that HOCs would like to sell or give away at the convention, or at any other time or place. Such goods must be produced by a RI Licensee.

g) 
All uses of the convention logo on goods are subject to Board policy. Therefore, no telephone cards or affinity cards containing the Rotary name or emblem or the convention logo may be sold or otherwise distributed by the HOC. 

h)
All uses of the convention logo are subject to RI Board policies, including the policies regarding use of the Rotary Marks. The HOC is, therefore, subject to the provisions contained in the most updated version of the RCP, including, but not limited to, Articles 33 and 34.

i) Any sales of goods by the HOC that do not meet the criteria of RI’s HOC licensing exception, as discussed above and as set forth in the RCP, are subject to RI’s licensing policies. Any licensed sales of goods bearing the convention logo by HOCs may not commence until after the last day of the immediately preceding Convention. 

j)  Should the host organization or related affiliates desire to sell RI emblem merchandise that does not include the convention logo, they must become a RI licensee with all of the obligations attendant thereto, even if their intended sales are for fundraising purposes related to the convention.

8. Use of the convention logo for welcome signs, banners, promotional, advertising or other such uses may be allowed, as long as such uses are a) first subject to the review and approval of the RI Licensing Section, b) produced by either a RI Licensee or a manufacturer authorized by RI, and 3) otherwise in compliance with the provisions of this Manual for Conventions. 

9. Despite the restriction set forth in paragraph 7 b) and d) against Internet and mail-order sales of goods to Rotarians and convention registrants, the HOC may include certain inserts in RI Convention mailings, subject to the following:

a) Any deadlines set by the RI International Meetings Division must be honored.

b) All details regarding printing and reproduction are agreed upon, in advance, with the RI International Meetings Division and/or subject to the terms set out in this Manual for Conventions and/or any agreement between the HOC and RI.
c) Any and all brochures must be reviewed and approved by the RI International Meetings Division and the RI Intellectual Property Department. 

d) No materials included in RI Convention mailings may include any offer of sale of goods to Rotarians and/or convention registrants, consistent with the terms of paragraph 7 b) and d).

10. Any use of the convention logo with the name or logo of a corporate sponsor is subject to “Guidelines for Sponsorship of RI Meetings, Events, Projects, and Programs” (RCP 36.010.) and “RI and TRF Guidelines for Use of the Rotary Marks by Sponsors and Cooperating Organizations” (RCP 33.010.14.), and the current sponsorship guidelines adopted by the RI Board. Any use of corporate sponsor names and emblems may also be subject to the terms of any agreement between the HOC and RI.


11. Any use of the convention logo in any situation or in any materials in which the name and/or emblem of another company is also used may or may not be permissible, subject to the “Guidelines for Sponsorship of RI Meetings, Events, Projects, and Programs,” (RCP 36.010.), “RI and TRF Guidelines for Use of the Rotary Marks by Sponsors and Cooperating Organizations,” (RCP 33.010.14.), (see also Exhibit 12), any agreement between the HOC and RI, and review and approval by the RI Intellectual Property Department for appropriate wording, position, and identification, within the sole discretion of RI. RI reserves certain exclusive sponsorship categories for itself, including airline companies and banking/financial institutions, due to RI’s long term agreements and relationships with such entities. The general secretary, in consultation with the RI President, retains the exclusive right to approve or disapprove any sponsorship relationship, including any “official” sponsorship.

Exhibit 11: Guidelines for RI Licensees Participating in RI Meetings 

1.
Rotary International reserves the right to designate exhibit booth space locations and to locate and/or relocate any RI Licensee’s assigned exhibit booth space. RI Licensees interested in exhibit booth space must contact the RI Licensing Section for an RI licensee booth application. RI Licensees are not authorized to purchase booth space from any entity other than RI, including from the HOC, or exhibit outside the RI allocated licensee booth area of the House of Friendship. RI reserves the right to reject any Licensee application for exhibit booth space. RI does not represent or warrant that an RI Licensee will receive an exhibit booth space or that the desired number of booths requested will be available to any RI Licensee. Subject to space availability, official licensees may display, sell and take orders for such merchandise covered by their respective licenses, under conditions specified by RI and after payment of a rental fee for the space.
2.
All demonstrations or other sales activities must be confined to the assigned exhibit booth space. All materials used or to be used in the construction of the RI Licensee’s exhibit booth space and in any display thereon (including signs) must be noncombustible, nonflammable, and/or flame resistant and otherwise conform to the standards designated by the venue. The exhibit booth space design and displays are subject to the approval of the RI Licensing Section. RI reserves the right to reject as unsuitable any such booth design, display or arrangement made by the RI Licensee that do not conform with these restrictions, those set forth in the licensee booth terms and conditions, or the spirit or decorum of the RI Convention.

3.
Only merchandise covered by the RI Licensee’s license agreement with RI may be displayed in or sold from the assigned exhibit booth space.

4.
RI reserves the right to remove from the exhibit booth space assigned to a RI Licensee any and all merchandise and other items not authorized for sale per the Licensee’s agreement with RI and/or that have not been approved for sale prior to the convention by the RI Licensing Section. 

5.
Licensees wishing to produce and sell commemorative souvenir items at the International Convention must forward all details concerning the commemorative souvenir item(s) to the RI Licensing Section no later than the date specified in the applicable RI licensee booth application and/or licensee booth terms and conditions. The production and sale of all such items is subject to RI approval.

6.
The contractual terms of the license agreement with RI and the RI licensee booth application and terms and conditions, including the terms related to royalties and payments due to RI, shall apply to all booth allocations, arrangements and merchandise sold from the assigned exhibit booth space. RI reserves the right to audit RI Licensees attending the Convention.

7.
Licensees are responsible for the costs of and arranging their own insurance, staff, security, customs formalities and duties, and other operational arrangements. Licensees are also responsible for complying with any federal, provincial, state, municipal, county or city laws, regulations, ordinances, duties, or other similar requirements, and for the payment of any taxes.

8.
The Rotary Code of Policies, which includes current RI policy not specifically set forth in this Manual, applies to all RI Licensees.

9.  The RI Licensing Section, in coordination with RI Convention management, reserves the right to establish other regulations and procedures necessary for the safety and convenience of convention registrants, RI staff, and others. 
Exhibit 12: Sponsorship Guidelines
GUIDELINES FOR SPONSORSHIP OF RI MEETINGS, EVENTS, PROJECTS AND PROGRAMS

(Rotary Code of Policies Article 36.010.)

The Board, acknowledging that RI meetings, events, projects and programs are supported in part through sponsorships by business entities and governmental agencies, has adopted the following terms for acceptance of sponsorship of RI meetings, events, projects and programs:

1.  Sponsorships are considered to be short-term, event-specific relationships with another organization which benefit RI, TRF, Rotary club(s), Rotary district(s) and other Rotary Entities in image-enhancing, promotional, monetary or other ways.  Each sponsorship relationship should terminate with the completion of the sponsored event.

2.  RI will not accept a sponsorship that:

a.
Conflicts with Rotary’s ethical and humanitarian values

b.
Undermines internationally recognized standards for human rights

c.
Supports the use of addictive or harmful products and activities including but not limited to alcohol, tobacco, gambling, and weapons or other armaments

d.
Promotes a particular political or religious viewpoint

e.
Promotes abortion as a method of family planning or provide funding for abortion services

f.
Unfairly discriminates based on race, ethnicity, gender, language, religion, political or other opinion, national or social origin, property, or birth or other status

g.
Weakens the autonomy, independence, reputation, or financial integrity of Rotary International, The Rotary Foundation, or the specific Rotary club, district or other Rotary Entity

h.
Involves any subject matter which is not in accord with the Object of Rotary.

3.  Cultural and legal variances in business practices among nations should be identified and honored whenever possible in matters of RI meeting, event, project and program sponsorship. In realization that business practices are not universal, ethical guidelines appropriate to a given culture should be developed, published, and applied by those responsible for the solicitation and/or acceptance of RI meetings, events, projects or programs-related sponsorship.

4.  Any sponsorships must comply with pertinent national governments' existing rules concerning not-for-profit organizations.

5.  Any sponsorship revenue or donations-in-kind (the value thereof, see paragraph 7, below) received will be subject to the terms of any agreement between RI and any local organizing entity.

6.  Sponsorships that would appear in revenue projections for RI meetings, events, projects or programs of necessity shall be guaranteed in writing by the intended sponsor.  Moreover, such written intent shall clearly state what, if anything, the sponsor expects in return for its assistance.

7.  Donations-in-kind shall be considered as sponsorship to the extent of their lowest reasonable fair market financial value.

8.  Recognition for sponsorships shall occur--primarily during the actual meeting, event, project or program--in the form of published attribution and acknowledgment of thanks, verbal expression of gratitude, signage anywhere within meeting facilities, and to the extent that the planning committee for that meeting, event, project or program finds acceptable.  In no instance, shall a sponsor name be included in the name, title or logo of any meeting, event, project or program.  Sponsors of specific events or projects of Rotary may be identified in the following manner “[Rotary event or project name] presented by [sponsor’s name]”.

9.  All sponsorship proposals, whether obtained by RI or by a local organizing entity, shall require the approval of the general secretary in consultation with the president.  Such approval shall include but not be limited to the following aspects of each sponsorship proposal:

a)  appropriateness of the sponsor;

b)  nature of the sponsorship plan;

c)  extent of the sponsorship relationship;

d)  share of the sponsorship revenue between RI and any local organizing entity;

e)  nature of the sponsorship recognition.

10.  “Official Sponsorship Designations”:  The general secretary will review applications and bids for companies that will be designated “official.”  For example, an “official” air carrier, and where appropriate, an “official” rental car company and other services, may receive a similar designation.  Competitive firms are sought for the designations, and proposals are obtained and analyzed by the general secretary.  For the air carrier, the general secretary considers not only the fare proposed but also the capacity of the carrier, the complimentary tickets and freight offered to RI.

The selection of “official” service firms should be recommended by the general secretary’s staff assigned to convention activities and approved by the general secretary and the president who will preside over the convention.

11.  “Exclusive Sponsorship Categories”:  Unless permission from RI is sought and obtained in advance of any solicitation on the part of a local organizing entity, RI reserves exclusive rights to solicit and accept sponsorships with airline companies and banking/financial institutions, due to RI’s long term agreements and relationships with such entities.

12.  Alcohol industry sponsorships:  Where culturally appropriate, an alcohol industry sponsor may be accepted upon the recommendation of the International Convention Committee (“ICC) and approval of the RI Board.  The specifics of each individual sponsorship proposal must be approved by the general secretary, in consultation with the president who will preside over the convention.  Should there be any merchandising component to the sponsorship, whether for sale or give-away, including for fundraising purposes, the Rotary emblem should not be included on the labels of the alcohol products.

13.  Gambling industry sponsorships: Where culturally appropriate, a gambling industry sponsor may be accepted upon the recommendation of the International Convention Committee (“ICC) and approval of the RI Board.  The specifics of each individual sponsorship proposal must be approved by the general secretary, in consultation with the president who will preside over the convention.  

14.  First aid/medical sponsorships: The specifics and details involved with a medical/first aid sponsor must be approved by the general secretary, in consultation with the president, at least three months before the meeting, event, project, or program to ensure that the sponsoring organization can comply with RI’s contractual requirements, including but not limited to insurance and indemnification requirements. First aid/medical sponsors sent to the general secretary later than three months before the meeting, event, project, or program will not be considered.

15.  Internet sponsorships:  The specifics and details involved with an internet sponsor must be approved by the general secretary, in consultation with the president, at least three months before the meeting, event, project, or program to ensure that the sponsoring organization can provide the internet services RI requires at its events and also comply with RI’s contractual requirements, including but not limited to insurance and indemnification requirements. Internet sponsors sent to the general secretary later than three months before the meeting, event, project or program will not be considered.

16.  Each RI sponsorship relationship should terminate with the completion of the sponsored meeting, event, project or program.

17.  Membership lists, except by Board authorization, must not be used for sponsorship purposes and  must stay within the control of RI.  However, any determination to allow access to membership lists must respect the individual rights of Rotarians, including relevant legal restrictions.xe "lists:club membership"

xe "clubs, Rotary:membership lists"
18.  All uses of the Rotary Marks for the sponsorship purposes contemplated herein must be governed by the "RI and TRF Guidelines for Use of the Rotary Marks by Sponsors and Cooperating Organizations" (Rotary Code Section 33.030.14.).  A copy of these Guidelines must be attached to and incorporated in any contract entered into between RI or any local organizing entity and any Sponsor.

19.  Individual Rotarians shall not benefit from sponsorships.  
RI AND TRF GUIDELINES FOR USE OF THE ROTARY MARKS BY SPONSORS AND COOPERATING ORGANIZATIONS

(Rotary Code of Policies Article 33.030.14.)

The following guidelines are provided for each host organization to use during its negotiations with potential sponsors:

1.
For the limited use granted herein, Rotary International (hereinafter “RI”) (or The Rotary Foundation (hereinafter “TRF”)) [strike out whichever does not apply] recognizes that [name of sponsor or cooperating organization] (hereinafter “Sponsor”) may use the Rotary Marks, as defined below, in the following manner(s) and subject to the following provisions.

2. Sponsor recognizes that RI is the owner of numerous trademarks and service marks throughout the world, including, but not limited to, "Rotary," [image: image14.jpg]


, "Rotary International," "RI," "Rotary Club," "The Rotarian," "The Rotary Foundation," [image: image15.png]


, "Rotarian," "Rotaract," "Rotaract Club," [image: image16.jpg]


, "Interact," "Interact Club," [image: image17.png]ZON



, "Interactive," "Paul Harris Fellow," [image: image18.png]


, "PolioPlus," [image: image19.png]


, the convention logos, the Presidential Theme logos, " Service Above Self," among others (the "Rotary Marks").

3.
Nothing in the limited use granted herein will constitute an assignment or license of any of the Rotary Marks by RI to Sponsor.

4.
Sponsor recognizes that RI (or TRF) retains control over where recognition materials are allowed to be displayed in the various venues of RI authorized meetings, RI or TRF events or publicly displayed otherwise in connection with the sponsorship, partnership or alliance.

5.
Sponsor recognizes that RI (or TRF) reserves the right to pre-approve publications and other media in which Sponsor wishes to advertise using the Rotary Marks and to approve all uses of the Rotary Marks in any materials connected with the sponsorship or partnership in any and all media, including, but not limited to, for publicity and promotional purposes. Sponsor further recognizes that each use contemplated herein will be subject to a pre-publication review and approval process by Rotary or Rotary’s legal counsel. RI retains the sole right to specific denial or authorization of such use or, in the case of alteration (of copy or layout), to be mutually agreed upon by the parties.

6.
Sponsor agrees that any use of its logo in any advertisement or promotional materials directly related to a sponsored Rotary event or project (including, but not limited to, recognition materials such as banners or signs) must be of equal or lesser unit size to the Rotary emblem (or other Rotary Marks, at the sole discretion of RI (or TRF)), unless the Rotary emblem or other Rotary Mark is part of a repetitive background screen. RI allows for overwriting of the Rotary emblem or other Rotary Mark (watermarked, printed, screened or embossed), provided the Rotary emblem or other Rotary Mark is not otherwise partially covered and/or obstructed. RI agrees that in cases where the sponsor might wish to highlight its role in sponsoring a Rotary event or project in conjunction with its regular advertising, the Rotary emblem may be smaller than the sponsor’s logo.

7.
Sponsor recognizes that, without altering the provisions set out in paragraph 6, above, the Rotary Marks may not be altered, modified or obstructed but must be reproduced in their entirety. There should be no overlap between Sponsor’s logo and the Rotary emblem or other Rotary Mark; the two images should be clearly spaced so as to be two separate and distinct images.

8.
The Rotary Marks may be reproduced in any one color, but if they are to be reproduced in more than one color, they must be reproduced in their official colors (royal blue and gold (PMS Blue #286; PMS Metallic Gold #871 or PMS Yellow #129) for the Rotary emblem and the TRF logo; information available on other Marks, as necessary).

9.
Sponsor recognizes that the Rotary Marks may only be reproduced by a vendor authorized to do so. Whenever, possible, reproductions of the Rotary Marks should be done by an officially licensed vendor. If the desired goods are not reasonably available from a RI Licensee, a release must be obtained from the RI Licensing Section. 

10. If goods are being produced in connection with an alcohol industry sponsor, the Rotary emblem should not be included on the labels of the alcohol products.

Exhibit 13: Rotary International Standard Booth Allocations and Space Requirements
	RI Exhibits
	No. Booths
	Sq Meters

	Convention Promotion 
	30
	278

	Credentials
	4
	36

	General Services/Sponsors
	6
	54

	Cooperative relationships non-Rotary Exhibitors)
	10
	90

	Program Emphasis (Committees & Resource Groups)
	10
	90

	Licensed Merchandise Vendors
	30
	278

	Projects Exhibition* (Including RAGS)
	82
	762

	RI/TRF Resource Center (Secretariat Services) (60’ x 70’)
	 42
	390

	 
	Foundation (with RFACs)
	 
	 

	 
	Programs
	 
	 

	 
	Membership Development, CDS, Leadership Training
	 
	 

	 
	Public Relations/Image
	 
	 

	 
	Publication & Photography Sales
	 
	 

	 
	Storage Office
	 
	 

	Polio Plus and Eradication Campaign
	2
	18

	Ribbons Distribution
	3
	28

	TRF Rotary Centers International Studies
	2
	18

	
	
	

	Fellowships
	30
	279

	SI Radio Distribution
	4
	36

	Transportation Information
	2
	18

	
	
	

	 
	Total
	257
	2375

	 
	 
	 
	 

	HOC Exhibits
	
	No. Booths
	Sq Meters

	Sightseeing Tours
	4
	36

	Home Hospitality
	2
	18

	Host Organization Ticket Distribution & Sales
	8
	72

	Information
	4
	36

	HOC Sponsors
	6
	54

	 
	Total
	24
	216


	 
	 
	 No. Booths
	Sq Meters

	Booth Aisle Space**
	 
	2375

	 
	 
	 
	 

	Registration Area
	
	

	 
	Note: Many HOC exhibits may be located in the registration area.
	 
	 

	Queuing Area 
	 
	1800

	 
	 
	 
	 

	Registration Counters
	 
	200

	 
	(Including Pre-registration, Group Registration, Fees Due, On-site Registration, RI Ticket Sales)
	 
	 

	Registration Offices
	 
	500

	 
	(Including storeroom, badge company, Computer Support, Finance and Registration Offices)
	 
	 

	Housing
	2
	18

	Mobility Assistance
	2
	18

	HOC Registration Office
	 
	30

	 
	
	
	

	 
	 
	 
	 

	Total Sq. Meters for Registration Area    
	          
	 2566

	* For conventions held outside of North America, RI only requires 60-80 Project Booths (540 sq. meters) 

	
	 
	 
	 

	**Respective venue(s) may have varying requirements for aisle space.


Exhibit 14: HOC Insurance Coverage 

Rotary International provides the HOC with general liability for the HOC’s activities and events during the time of the convention. 

Insurance coverage provided to HOC:

General Liability

Insurance coverages not provided to HOC:

Automobile Liability – of any kind

Crime/Fidelity Bond

Directors & Officers Liability

Personal Medical/Health Insurance

Property Insurance

Travel Insurance

Volunteers Injury and Accident

Workers Compensation/Employers Liability

RI shall purchase a separate Special Events Insurance policy to provide liability coverage for major meetings held by RI. General liability insurance coverage shall be provided for all future convention Host Organizations for their activities and events during the time of the conventions, subject to the terms and conditions of a Special Events insurance policy, under the condition that RI has the opportunity to review and approve all contracts executed by the Host Organizations and that full cooperation will be provided in submitting detailed underwriting information to RI and its carriers (RCP 71.070.1) 
Exhibit 15: Travel by Youth 

Recognizing that Rotary clubs and districts are encouraged to undertake activities that develop the New Generations, club and district programs or activities that involve minors undertaking travel outside their local community must develop, maintain, and comply with youth protection policies and written procedures. With the exception of travel and tours operated by or on behalf of host districts, Youth Exchange travel is subject to the policies outlined in Rotary Code of Policies 41.080.11.
Clubs and districts:

· shall obtain written permission from the parents or guardians of all youth participants for travel outside the local community in advance;

· shall provide parents or legal guardians with specific details about the program, location of event, travel itineraries, sleeping accommodations, and contact information for program organizers before departure;

· should, when traveling 150 miles away from home residence or out of home country, require the parents or legal guardians of each minor to provide travel insurance for the minor, which includes such coverages as medical (when traveling outside home country), emergency medical evacuation, repatriation of remains, and legal liability, in amounts satisfactory to the club or district organizing the activity or event, with coverage from the time of the minor’s departure from home until the return home.

Club and district policies and procedures should include:

· volunteer application and screening procedures;

· outlines of volunteer job descriptions and responsibilities;

· supervision standards for ratio of adults to minors

· crisis management plan including:

· handling medical and other emergencies and providing for adult support;

· procedures for communicating with parents and legal guardians;

· written guidelines for reporting and follow-through on allegations or incidents consistent with RI policy.

(RCP 2.110.4)

RI youth protection policies required of Rotary clubs and districts shall also apply to the International Assembly, the RI convention, and host organization committee activities, and to all official RI and TRF meetings. (RCP 2.110.5)
� Supporting documentation must be attached, including letters from proposed OP hotels agreeing to the conditions as outlined. The proposal must also include a letter from the local tourism bureau or convention and visitors bureau specifically outlining the room block. This offer would be extended on a first option basis to RI in addition to their agreement to the RI Convention rate and complimentary room policy. Attach a list of all hotels with the total number of rooms, the number of rooms committed to RI, and the proposed RI net rates.  Also attach a hotel map, if available.
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