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Introduction

This paper provides the technical specifications for the venue and equipment required, along

with other obligations for prospective local hosts to help del i ver | HRAG s

conferences. IHRA and the Conference Consortium have prepared the information to assist
those interested in hosting an event to firstly determine whether the necessary facilities, services
and support O political and financial @ are available and, if they are, to prepare a bid for
consideration for events in 2012 and beyond'.

We have tried to be as concise as we can in describing what is required and would encourage you
in compiling information in your bid to also be concise, responding to questions asked. Where
we ask for costs it is understood that firm prices are difficult to obtain, however indicative prices
for venues, services and materials would greatly assist us in assessing bids. Please give prices
inclusive of taxes and also indicate the relevant rates of tax applied to goods and services
(GST, VAT, etc). Similarly where we ask for indications of available financial support, we do
not require firm commitments @ although any such commitment would be very helpful d but we
do ask you to identify the potential local’ sources of funds, to estimate possible amounts
available and to indicate the likelihood of such funds being provided.

We strongly recommend that to compile a bid a local team is formed, with one organisation
acting as the lead. Such a team might include governmental representatives, NGOs @ including
service providers and drug user and advocacy organisations O tourist and trade associations and
should include a professional destination management company (DMC). The organisers
always work with a DMC in delivering the conference, having them source goods and services
locally and act as our agent in negotiations and liaison with venues, hotels and suppliers. In some
instances the DMC can also help arrange pre and post- conference packages for delegates, which
can act as another incentive for those planning to attend.

The following sections describe the information we require to assess your bid. It may help for
you to ascribe tasks in collecting information to different members of your local team, but please
ensure that the final document is compiled and submitted by the lead organisation.

We have not provided a pro-forma response document, as we realise that the bids need to be
compiled taking account of different local contexts. However we do ask that you provide all the
information requested and supply any supporting information O for example letters of
support/intent from governmental and funding soutces & as appendices to the bid.

As source of more detailed information about the IHRA conference we suggest you visit the
website for (HarmReduction 2010 in Livégp@alihraconferences.net. The site also provides a
link to an archive of information on previous events.

If you have any queries relating to the information we require, please address these in the first
instance to Paddy Costall, the Managing Director of the Conference Consortium
(paddy(@conferenceconsortium.org).

!'The conference will be held in Liverpool, UK, in 2010 and in Beirut, Lebanon, in 2011
2l n this and all ot her contexts the word o6l ocal
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http://www.ihraconferences.net/
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We plan to consider all bids in April 2010, with a view to drafting a list of preferred bidders by
June 2010°. Following this we will enter into more detailed discussions with preferred bidders
and arrange a schedule of site visits, as required, with a view to having a final choice of venue for
2012 by October 2010. We also hope to have destinations for future years agreed by this point.
To meet this timetable we require bids to be received by 1700 GMT on Wednesday 31*
March 2010

Bid Team

Please give details of the members of the bid team, including the organisations they represent.
Also please indicate which person and organisation is the lead for the bid and provide their
contact details (postal address, telephone and fax numbers and e-mail address).

Rationale for Bid

IHRA are committed to the development and expansion of harm reduction across the world and
the annual international conference is a major vehicle in achieving this goal. It is important that
the conference is held both in places where harm reduction is well-established, implemented and
thriving, as well as in more challenging locations, where either the lack of resources, or perhaps
the lack of political support and will, have had a negative impact on its development and
implementation. In locating the conference the organisers look carefully at the state of harm
reduction locally, nationally and regi
is achieved.

We ask that you provide a short description of the state of harm reduction locally, nationally and
regionally and highlight the reasons why you believe the conference should be located there. For
example if harm reduction is well developed and implemented, what might others learn from
your experience? If there are factors having a negative impact on the development of harm
reduction, what are these and how might the conference help in addressing difficulties and
influencing decision makers and potential supporters and funders? A key question in all locations
is what will be the legacy of holding the conference 8 both for the location and for IHRA? These
are just a few examples to assist you in compiling the rationale, we are certain that there will be

others you will wish to highlight and you might wishtolo ok at | HRAGsSs st at e

Har m Reductiono t o put i ssues i n
www.ihra.net/Whatisharmreduction

Some issues may have an impact on the practical organisation of the event 8 for example visa
entry requirements and the availability of medical services, including prescribing and importation
of medicines 0 and these will be dealt with in later sections.

3 This task will be undertaken by a sub-committee of the IHRA Executive Board
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Support for the Bid

To ensure that the conference is viable and affordable for delegates attending we require local
support, both financial and political.

Financial Support

The organisers have relationships with a number of donors and commercial sponsors and
exhibitors and raise income for the conference, including importantly funds for scholarships for
those on low incomes to attend the event, but these are not alone sufficient to support the
financial requirements of the conference. In order to maintain delegate fees at an affordable and
attractive level we require core funding of some $200,000 per conference. This funding supports
personnel, travel and other infrastructural costs to stage the event.

We ask you to consider where contributions towards the core costs might be sought and, where
possible, to secure commitments/declarations of intent from these sources. At the least we
require details of a strategy to secure the required funds which includes details of the sources
approached/to be approached, with an assessment of the likely outcome (on a scale of 1-5, with
five being the most likely) together with reasons for this assessment.

In thinking about potential sources of funding you should consider local and national
governmental  sources, regional funds (WHO, UNAIDS, UNODC, etc) and
foundations/charities. In addition you might approach tourist boards and trade organisations, on
the basis that 1,000+ delegates, most requiring hotels and local transportation, as well as
spending money in the local economy, represents a significant commercial opportunity. Indeed
having such organisations on board as part of the bid team might be a significant advantage.

Il n some instances we would be happy to
can off-set some of the costs of the conference 0 for example providing a conference dinner or
reception, providing delegate bags, printing conference materials, etc.

Finally we ask that you consider how you might help our sponsorship and exhibition team to sell
packages to potential customers.

Political Support

Obviously high level political support for the conference can make its development and delivery
run smoothly. The active support of ministries O particularly health and justice 8 is essential and
it is advisable to secure this at an early stage, particularly if any degree of persuasion might be
required. The organisers are happy to assist with this in any way that might be appropriate,
including meeting key personnel during site visits.

The patronage of ministers as well as their participation in the event can lend significant weight
to the proceedings and result in more widespread publicity locally. Again having a commitment

in a ministerds diary at an early stage'—%s
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We ask that you make the necessary approaches, both to the city authorities and national
government and indicate the level of support available. Where any potential problems are
identified, please advise how you think these might be addressed, including how the organisers
might be able to assist.

Finally in this section, please provide details about how you will provide support to the

organi sersd media team in the promoti on,
during and after the event itself.

Destination Accessibility and Support for
Delegates

Delegates to the IHRA conference are a diverse group and have a range of needs. Under this
heading we would ask that you address a number of issues.

Travel to Destination

Whilst a proportion of delegates will be from the country or immediate region, many will have to
travel significant distances to attend. We would ask that you provide us with details of the major
international airlines serving the destination, together with frequencies and details of the hubs
through which they fly.

Please provide details concerning the distance from the airport to the venue and conference
hotels. Also how delegates might be transferred to and from the airport, including:

T accessibility via public transport

I the cost of taxis

9 thefeasi bi l ity and cost of providing O0meet &

Visa Requirements and Entry Restrictions
Please provide details of any visa requirements, including:

countries from where visas are required

application procedures (including timescales for these)

required supporting documentation and who has to provide this’

any entry restrictions (for example certain criminal convictions or medical conditions)
the cost of visas

= =4 4 -4 4

4 In some cases this is best provided from a local organisation and you should decide which might be the most
appropriate
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Medical Services and Support

Some delegates attending the conference will have medical conditions that require ongoing
treatment, including some undergoing substitution treatment. The support needs will vary, but
we would like you to provide information concerning:

1 procedures for the importation of prescribed medicines, including any restrictions

1 availability locally to the conference venue of harm reduction services, including any
prescribing and needle exchange services

| any costs that might be incurred by delegates wishing to access services’

T drug user advocacy and support services working locally (ideally these will be represented on

the bid team)

It would also be helpful to have information concerning local law enforcement policies relating

to drug use and drug users and what strategies you have in place/in mind to involve local police

in the planning process for the conferen
attending,.

Logistics

In this section we would like you to provide details about the proposed dates, venue(s), hotel
accommodation, local transport, technical services, social events and any pre and post-
conference services available to delegates. If you are proposing more than one venue, please try
to provide the information relating to each in the same format, so as to assist in the evaluation
process.

Dates

We are looking for potential hosts for conferences in 2012 and beyond. Please indicate:

1 the yeat(s) you propose to host the conference

| the dates in each year you propose to host the conference’

Venue(s)

A detailed specification for the venue is provided later in this document (pages 12-15). Please
read this carefully and ensure that any venue(s) you propose can meet the minimum
requirements it contains. The conference normally begins on Sunday afternoon and ends on

Thursday afternoon. Access to set up will be required on the Saturday prior to the
commencement of the event.

S’We routinely advise all del egates to take out t
and costs
¢ The conference normally takes place in April or early-May, avoiding the Easter holiday
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Additional information we require about the venue includes;

1 date(s) the venue(s) is (are) available

1 costs of hire (including any additional charges for electricity, cleaning, security, first aid and

other services)

1 costs for the hire of the a/v and other technical and office equipment as per the venue
specification (including the costs of the shell scheme for the exhibition area and poster
boards)

1 cost per delegate to provide 2 coffee breaks and lunch Monday to Thursday

1 does the venue provide WiFi and what are the costs?

In some cases venues will offer a day delegate rate, which includes the food and beverage
package and usually some complimentary use of facilities. Where this is the case please be
specific what is included and then provide costs for the additional equipment we will require.

Translation

The official language of the conference is English. In recent years we have provided
simultaneous translation into two additional languages in 3 rooms, covering the opening and
closing sessions, all the plenary and major sessions and half of the concurrent sessions, in an
attempt to make the conference more accessible. When English is not the language of the host
country one of the additional languages is the local one, with the other decided after
consideration of the most likely places of origin of the majority of the delegates.

Please give details of:

1 the official language at the destination
1 what other languages do you suggest might be appropriate?
| are professional interpreters available locally and if so what would be the daily rate for each’?

Hotel Accommodation

Ordinarily some 80% of delegates attending the conference will require a hotel. To cater for this
level of demand we require a range of accommodation, from 2/3 star to 4/5 star and, whete
available budget/hostel accommodation. In some cases the conference venue will be patt of a
hotel complex and if this is the case ordinarily we would use this as the main conference hotel,
however we will still require alternatives as per the above.

Whilst delegates are responsible for booking their own accommodation, the organisers will
require rooms for staff and invited speakers (about 60 rooms) which need to be either on-site, or
in close proximity to the venue. It is helpful if there is a dedicated website for hotel bookings,
operated locally and linked to the conference website, where delegates can receive preferential
discounted rates for the duration of the conference. This is something that might be negotiated
through the local trade association, or by the DMC.

7 Each language will require 2 interpreters per room per day
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Please provide the following information concerning hotels.

I Does the venue have a hotel on-site? If so:
O what is the nightly rate?
0 how many rooms are available?
0 do we receive a discount/rebate for bookings (include any details)?
1 Details of other hotels including grades, nightly rates (including any discounts/rebates for
bookings) number of rooms available in each and distance from the conference venue

1 Would we require shuttle transport for any of the hotels? Please give details including costs
Other Services

There are a number of other services we require to deliver the conference. Please provide
information on the feasibility and costs of:

7 the production of printed materials for the conference, including the conference reader
(1,200/1,500copies) and the daily bulletins. The latter requites a print run of about 1,200
copies, printed and overnight and delivered for distribution to delegates by 0800 on Monday,
Tuesday, Wednesday and Thursday mornings

1 the production of delegate bags (1.200/1.500) to hold conference materials and those
distributed on behalf of sponsors and exhibitors

1 the production of 1,000 tee-shirts, designed by the organisers, for distribution to staff and
volunteers and for sale to delegates

Social and Networking Events

In addition to the formal conference programme each year there are a number of social and
networking events connected to the conference. These include some where participating
organisations issue invitations to selected guests, but the organisers also hold two functions to
which all delegates are invited. As noted in a previous section, these functions provide an
opportunity for an organisation to provide goods in kind to support the conference.

The welcome recefitiodelegates on the Sunday evening takes place immediately after the
opening session of the conference (1900-2100). Ideally this is held in the same area as coffee
breaks and lunches are served during the week, which should be co-located with the exhibition
area, providing optimum exposure for our exhibitors. This function is informal with a few words
of welcome, providing an opportunity for delegates to renew old acquaintances and make new
ones. Please let us know:

1 where the reception can be held
1 any hire costs for the venue

1 what the cost per head would be for simple canapés and a welcome drink (selection of
alcoholic and non-alcoholic)

1 can they provide a cash bar for those requiring more refreshments?

The conference paltty place on Wednesday evening and again provides a relaxed environment
for delegates to network and enjoy some downtime. The venue should reflect the destination and
the entertainment should have an appeal to as many delegates as possible. Ideally a quiet space

Pageg




within the venue will be available for those who wish to sit and talk. As with welcome reception
please provide details of:

1 where the party can be held
1 any hire costs for the venue

1 what the cost per head would be for simple canapés and a welcome drink (selection of
alcoholic and non-alcoholic)

1 can they provide a cash bar for those requiring more refreshments?

l

type and any costs for entertainment

Local Organising Committee (LOC)

Should your bid be successful, the personnel and organisations involved as part of the bid team
might form the core of the local organising committee, which supports the organisers in
delivering the conference, including promotion of the event”, contributing to the programme
development process and welcoming and supporting delegates at the destination.

You should give some consideration as to who else might be asked to join the LOC. The

membershipshoul d ref |l ect t h eandinclde@membds@dmiclfewhtrdind n

the country/region, as well as from the destination itself. Please provide details of any
organisations/individuals you have in mind for this.

The organisers will also work with the LOC to identify and train a group of volunteers to assist
during the conference. This usually requites us to recruit around 20/25 people, including local

o

drug user advocates, students and others, who assist with practical tasks and also with 0 S4 g n

postingd for | ocal i nformation and se
thought to how you will arrange this.

Benefits for L.ocal Hosts

Whilst a lot is asked of the local hosts in the development and delivery of the conference, there
are benefits for those involved. All the financial risk and management of the conference rests
with the organisers, with the role of the local hosts restricted to mitigating risks through assisting
in securing contributions towards core funding. The financial management includes all contracts
with local goods and service providers and the registration and management of delegates.

In practical terms the benefits to local hosts include:

1 the prestige and legacy of the event for organisations and individuals involved

1 all publications and communications, electronic and printed, are badged with the logos of
local partners

1 the opportunity to patticipate in planning the programme, including specific sessions related
to the region

8 This includes producing a short film (3 to 4 minutes) promoting the conference, which is shown in the closing
session of the previous conference.
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1 anumber of complimentary and discounted registrations for the conference in the gift of the
LocC’

A representative of the LOC will also be invited to be part of the Executive Programme
Committee (EPC) for the conference prior to theirs, to ensure continuity in the planning of
events.

Submitting Your Bid

We realise that the level of detail we have asked for is quite extensive. This reflects the
complexity of the conference itself and ol
As we stated in an earlier section the legacy of each conference is a key outcome for the
organisers and we hope that this extends to the hosts for each event as well, which makes the
investment of time in planning worthwhile.

Once you have compiled the required information and any supporting documents you can e-mail
the final document to paddyv(@conferenceconsortium.org.

If necessaty you can send a hard copy/CD to:

Paddy Costall

The Conference Consortium
130 Rye House

113 High Street

Ruislip

HA4 8]N

The deadline for submission is 1700 GMT, on Wednesday 31" March 2010, We will
acknowledge receipt of your bid.

Many thanks for your interest and good luck with the task ahead.

/T(o&/\& 4/’7 %s o

Paddy Costall Professor Gerry Stimson
Managing Director Executive Director

INTERNATIONAL HARM REDUCTION ASSOCIATION

9 This number will vary between conferences and will be negotiated and agreed with the organisers at the time of
contracts being signed. Factors influencing the number include the amount of core funding available to off-set loss
of potential income.
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Venue Requirements

Session Rooms

SUNDAY Room

A Translation
Times Used | (10004) = Required
1530-1830 =  Film Festival
Y = Room Required
MONDAY Room Plus Capacity
B C D E F
Times Used (300+) | (3004) |(100+) |(100+) |(100+) |G (150/200)
0900-1030
1100-1230 from 1230
1400-1530 Y Y Y Y
1600-1730 Y Y Y Y
1730-1900 Y
TUESDAY Room Plus Capacity
B C D E F
Times Used (300+) | (3004) |(100+) |(100+) |(100+) |G (150/200)
0900-1030
1100-1230 from 1230
1400-1530 Y Y Y Y
1600-1730 Y Y Y Y
1730-1900 Y
WEDNESDAY Room Plus Capacity
E F
Times Used (100+) | @00+) | G (150/200)
0900-1030
1100-1230 from 1230
1400-1530 Y Y Y
1600-1730 Y Y Y
1730-1830 Y

THURSDAY | Room Plus Capacity

Times Used
0900-1030

1100-1230
1400-1530
1600-1700




Equipment for Each Room

Room A

Screen, preview screen, projector, speakers' podium

PC/Laptop with "clicker”, MS Office 2007 ENGLISH, capable of playing DVD and AVI movies (install VLC player or

similar)

4 table microphones, one podium microphone, 3 wireless microphones

Interpreting equipment to support 2 additional languages (2 booths), and headsets for up to 1250

Audio recording of the English track

Rooms B and C

Screen and projector

PC/Laptop with "clicker", MS Office 2007 ENGLISH, capable of playing DVD and AVI movies (install VLC player or

similar)

4 table microphones and 2 wireless microphones

Interpreting equipment to support 2 additional languages (2 booths) - headsets already issued

Audio recording of the English track

Rooms D, Eand F

Screen and projector

PC/Laptop with “clicker", MS Office 2007 ENGLISH, capable of playing DVD and AVI movies (install VLC player or

similar)

4 table microphones and 2 wireless microphones

Room G

Good quality screen + projector

Region-free DVD player with sound system for playing

movies

Two wireless microphones

Pagel3




Other Requirements

Function Min. space Equipment Set-up
10 high desks with PCs, 2 printers, hi-speed internet

Registration Area 8mx 8m connection Saturday
Min 30 expo booths 3m x 2m with table, 2 chairs,

Exhibition and electricity supply to each. Space to provide refreshments

Catering Area €2,500m2 and lunch Saturday

Poster Area variable Min 100 poster boards (preferably double sided) Sat/Sun
5 PCs, and 8 ethernet cables (and/or free WiFi) to

Internet Cafe variable connect delegates' laptops Sat/Sun
4 PCs for speakers, 1 master PC for uploading to

Speakers' Room 5mx 5m conference rooms, 1 printer Sunday
Internet, 1 switch + 4 cables, 2 PCs, 1 printer, 1 hi-speed

Conference Office 6m x 6m printer/copier A4+A3 Saturday
2 PCs and 3 ethernet cables (and/or free WiFi) networked

Press Room (External) | 5m x 5m to the office printer Saturday

Press Room (Daily 3 ethernet cables (or free WiFi) high resolution screen

Bulletins) 5m x 5m plus a printer Saturday

Thursday
Storage Room 6m x 6m One table for handling and examining packages *
Thursday
Meeting Room 10m x 8m Set-up board-room style for 20/25 persons. *x

* Available to receive deliveries of conference materials and goods from exhibitors on Thursday

before the conference.

** needs to be available for IHRA Board meeting on Friday and Saturday
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Example layouts

Example exhibitor booth

Poster b 0 a taydus O

Exhibitor Name

| m wide

Registration area

ysiy w op'T
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