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Proposal for hosting an IEA Council meeting

If you are interested in hosting the IEA Council meeting, please provide the following information to the IEA Vice President/Secretary General and the IEA Administrator (Sara Albolino, sara.albolino@gmail.com; Lynn Strother, iea_secretariat@icloud.com).

Information about the host conference, venue, dates, etc.

	QUESTIONS 
	YOUR RESPONSES 

	a) Name and contact information of person responsible for hosting the IEA Council meeting.  Please ensure an email address is provided.

The IEA Vice President and Secretary General will correspond with this individual.
	

	b) Is the host organizing a conference that will precede or follow the Council meeting? If yes, provide information on the conference (topic, dates, location, organizers, website, specific arrangements for Council members, reduced registration fee, etc…). 
	

	c) Proposed dates for hosting the Council meeting
	

	d) Location of Council meeting (country, city, meeting place) 
	

	e) Accommodation facilities 
	

	f) Information about transportation (transportation to the proposed city/country, transportation from hotel to proposed meeting place) 
	

	g) Reasons why you want to host an IEA Council meeting 
	

	Council Meeting Requirements
	

	h) A meeting room should be provided for a period of two days for the Council meeting prior to the Conference, the exact dates to be set by the Executive Committee.  This meeting room must accommodate sixty (60) or more persons seated in a configuration determined by the Executive Committee plus additional seating for invited observers. Refreshments for morning and afternoon breaks and lunch should be provided if possible. Secretarial support (photo copying, preparation of last minute documents, etc.) may be required.
	

	i) Additional meeting space will be required for a meeting of the IEA Executive Committee in the 2 days preceding the Council meeting for approximately 12 individuals.

Refreshment breaks and lunch should be provided if possible.

	


Answer the following ONLY if the Council Meeting will be held in conjunction with an IEA Sponsored Conference

	j) Meeting space for IEA committees and subcommittees may be needed.  The requirement for this should be ascertained by the organizers through contact with the IEA Executive Committee a year prior to the Conference
	

	k) The IEA President should be given space in the printed program as well as be invited to give a 10 to 20 minute address at the opening ceremony.
	

	l) IEA Officers, Standing Committee Chairs, and the Council members should be invited to chair technical sessions of the IEA Sponsored Conference.
	

	m) A table should be provided in the main exhibit hall or near the registration area exclusively for displaying IEA brochures, and other materials. 
	


