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[bookmark: _Toc163936226][bookmark: _Toc163981228]Instructions for Preparing a Draft Proposal to Host the IEA Congress

Thank you for your interest in hosting the IEA Triennial Congress, the primary conference activity of IEA. This document briefly explains how to develop a draft proposal and submit it to the IEA Executive Committee. Together with this document, you will find in the members’ area of the IEA website (1) Form for Proposal, (2) the current IEA By-laws, (3) the Operating Procedure (OP)-IEA Triennial Congress, (4) the IEA Congress Model guidelines. The OP and Congress Model contain the requirements for project planning that the host society must meet if the proposal is accepted. These include the signature of an agreement, development of budgets, timeline schedules, and formal coordination with the IEA. The congress organization should be viewed as a collaborative effort between the IEA and the host society organizing committee.  You should look through these documents before submitting your proposal. 
The IEA Executive Committee will check the draft proposal and provide comments and suggestions to the proposers as appropriate. Proposers will then be requested to submit the final proposal to the IEA President.  It will then be submitted to the IEA Council meeting for decision.
Procedures:
1. Read the IEA By-laws and OP-Triennial Congress carefully to understand the requirements that the Host Society (HS) will need to satisfy. 
2. Complete the Proposal Form. See notes shown below for detailed instructions.
3. Check the draft proposal to ensure that all items are answered appropriately. There is a checklist in the Congress Model, which gives an overview of all requirements. This can help you to check your proposal before you submit it to EC.
4. Send the draft proposal to the following:
· Vice President & Secretary General: VPSG@iea.cc
Send copies to:
· President: President@iea.cc
· Secretariat Administrator: Office@iea.cc

About the Form for Proposal:
The contents of the form are mostly based on OP-IEA Triennial Congress. They can be answered in a straightforward manner. There are several items that are relevant to content management and should be explained in some detail. 
Item 8: Proposed Congress Theme and Technical Program
(1) Congress Theme: The Congress theme should not be a mere catch phrase. It should be developed in the technical programs. How would you like to do this?
(2) Other featured scientific/technical highlights: Other than the Congress theme, what do you foresee being the highlights of the Congress?
(3) How to ensure the promotion of high-quality HF/E: How will the proposed Congress promote HF/E research and practices that focus on the three characteristics of HF/E that Jan Dul et al defined for the IEA in 2012[footnoteRef:1]? These are the design-driven approach, the stakeholder involvement, and the systems approach. [1:  Dul, H. and others, 2012. “A Strategy for Human Factors/Ergonomics: Developing the Discipline and Profession,” Ergonomics, 55(4)77-95. ISSN 0014-0139 print/ISSN 1366-5847, Taylor & Francis, http://dx.doi.org/10.1080/00140139.2012.661087.] 

(4) Collaboration with non-HF/E community: How will the proposed Congress strengthen the relationship with the non-HF/E communities (e.g., occupational health, industrial engineering, information and communication technologies and others)? How will the proposed Congress try to establish discussion and exchange about disruptive technologies?
Item 9: Involvement of stakeholders
(1) Collaborating societies: Host Society is encouraged to collaborate with societies both inside and outside the IEA family, and both HF/E-oriented societies and non HF/E-oriented societies.
(2) External stakeholders: Host Society is encouraged to involve external stakeholders such as governmental officers, entrepreneur/company management, union leaders, management of universities and Institutes, sponsors)
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