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	1. Objectives
	Sponsored Conferences will normally be organized by a Federated Society, an IEA Technical Group, or by Societies representing the IEA in cooperation with other bodies as may be appropriate.
The officers of the IEA and the representative(s) of the Council will hold periodic consultations with the organizers and provide advice on finances, physical requirements, organization, themes, topics, scientific speakers and other matters.


	2. Procedures
	2.1 Congress Proceedings
	The IEA requires 1 copy of the congress proceedings to be provided for the IEA archives.  Electronic versions are preferred.  The congress organizers are also encouraged to provide one copy of the proceedings to each developing country.  A list of contacts for these countries can be obtained from the Secretary General at the time of distribution.
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Financial Reporting







	No monetary remuneration or salary is to be afforded any individual involved in the organization and management of the conference except for reimbursement of actual expenses incurred in performing the duties and activities of organizing and/or managing the conference. This requirement does not apply to compensation for the services of a professional meeting organizer if one is utilized.
The IEA may provide “seed” funds as approved by the IEA Executive.  It is expected that the seed funds be returned to the IEA following the conference along with any other financial return as stipulated below.
Expenses of any Council appointed representatives on the organizing committee will be the responsibility of the IEA.

IEA expects to derive some financial benefit from its support of a Supported Conference. This takes the form of a capitation fee1 and a pro-rated fee per part-time registrant.  Every three years, the Council can decide to adjust the amounts to account for inflation.  However, the fee applies that was in place at the moment of endorsement of the conference.
The number of registrants to be used for assessing the capitation fee is the sum of the number of delegates on each day divided by the number of days of the conference. Thus, for a four day conference, four delegates attending one day would be counted as one full delegate subject to a capitation fee.
In case of financial loss, the Executive Committee may waive the applicable capitation fees.
1The current capitation fee is $14.00 US
Where the capitation fees constitute a significant concern to the applicant society or conference organizer, the capitation fees may be replaced by an alternative scheme to be negotiated on an individual basis. This will require a careful analysis of the conference budget. The Executive Committee may waive, at its discretion, the capitation fees for conferences held in industrially developing countries or for delegates from industrially developing countries. Application for waivers will be considered for each conference on an individual basis.
In case of financial loss, the Executive Committee may waive the applicable capitation fees.
The IEA encourages a portion of profits to be donated to the IEA for the purpose of establishing an IEA fund in the name of the conference organizers. The terms and conditions of the Fund shall be proposed by the conference organizers and approved by the IEA Executive Committee.

The IEA requires that comprehensive financial reports be completed and filed with the Treasurer within four (4) months after the conference or within a time frame agreed upon by the Treasurer and conference organizers.
The return to the IEA will be the financial advance plus the capitation fee per full paying registrant. 
Any financial return to the IEA shall be provided with these reports.


	
	2.3 Promotion
	The IEA will help promote the Congress through the following means:
· The IEA will provide the IEA logo for use in promotional material;
· Scientific support from the IEA Technical Committees to organize sessions and promote subject areas;
· Listing the congress in the IEA website and providing a link;
· Advertising the congress in the IEA communications;
· Requesting IEA Federated and Affiliated Societies, Sustaining members and endorsed journals to advertise the congress through the following means;
· Listing of the congress in the calendar section of their publications including a description or call for participation in their newsletter; and
· Distributing promotional material such as call for papers and announcements to its members (or at their annual conference).


	
	2.4 Submission of proposal
	A proposal to host an IEA Sponsored Conference is usually submitted by a Committee or Technical Group of the IEA, other groups, or by individuals. The proposal should acknowledge the IEA policies herein provided and should provide details relating to the organization and technical program. Those wishing to submit proposals should contact the Chair of the Science and Technology Committee for the submission form.
The submission should include the conference title, organizer names and contact information, a description of the conference vision and objectives, financial sponsor, format of the conference, venue information, and where applicable, accommodation information.
All proposals to sponsor an IEA Sponsored Conference must be coordinated with and approved by the Federated Society in whose jurisdiction the conference will be held, and, if applicable, approved by the local ergonomics society as well. The following criteria will apply:
1. IEA Sponsored Conferences may have narrow scientific themes or specialized interests (i.e., ergonomics in industrially developing countries), but they should be international and intercontinental in scope. Theme speakers should be drawn from different national and continental backgrounds.
2. Since IEA Sponsored Conferences may have a narrower scope, no specific length is prescribed.
3. There must be no restriction on the attendance of delegates, members, participants or visitors to an IEA Sponsored Conference by reason of national or racial origin, political or religious beliefs, gender or age. Consideration should be given to accommodating the special needs of handicapped and elderly persons. The proposal should indicate the total expected, or planned attendance.
4. The proposal should indicate agreement with the financial arrangements as described herein. The IEA may provide a financial advance in the form of seed money to the organizing committee, the amount to be determined by the IEA Executive. Revenue sources in addition to registration fees (i.e. sponsorships, exhibits, etc.) are to be encouraged. Also, if a large attendance is anticipated, the use of professional organizers should be considered, particularly if they offer services in a variety of languages.

If an annual meeting of the Council or a midyear meeting of the Executive Committee is to be held in conjunction with the conference, it is recommended that the registration fee for the Officers be waived. Standing committee chairs and the members of the Council should be offered a discount on the conference fee and consideration be given to helping offset their travel expenses. The organizers, in their discretion, may wish to consider reduced registration fees for special populations (i.e., Federated Society members, sponsoring organization members, registrants from industrially developing countries, and/or student registrants).
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