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1.1 Application Form for Membership by the National Committee?!

The International Executive Council

International Commission on Irrigation and Drainage
48 Nyaya Marg, Chanakyapuri

NEW DELHI 110 021, INDIA

Dear Sir,

| have the honour to apply on behalf of Government / National Committee
of for the
admission of to membership in the International Commission on
Irrigation and Drainage.

The National Committee of pledges itself, if
admitted as a member country in the International Commission on Irrigation and Drainage:

e to abide by the rules of procedure laid down in the Constitution and By-laws,
e to accept the obligations contained in the Constitution and the By-laws,

e to make the financial subscription fixed by the International Executive Council as its share of
the Commission’s expenses.

The address of the National Committee at which correspondence may be addressed in future will be:

Name:

Street Address:

P.O. Box: Country:
Postal Code: Phone #:
Fax #: E-mail:

As laid down in Article 4 of the Constitution of ICID, | enclose the Constitution of the National
Committee/ or The Constitution of the National Committee is being framed and its copy will be sent to
the Central Office as soon as finalized.

The National Committee of seeks admission with
effect from the calendar year . In order to enable the Council to
determine the amount of our Annual subscription, | give below the necessary annual statistical figures
(based on the criteria set out in Annex to this Appendix to the By-Laws of ICID) relating to:

Area irrigated annually ha
Area protected by drainage ha
Area protected through flood management works ha

Total: ha

! Modified version approved at 63 IEC meeting at Adelaide, Australia on 28 June 2012.

Section 1: Application Form for Membership by the National Committee 3



% ICID Handbook of Procedures

ICID-CIID

Annual subscription to the United Nations as percentage of the total expenditures of the United
Nations

Dated

At the City of:

Signature of Authorized Officer:

Full Name of Authorized Officer

(Affix official stamp if available)

00 o% o% o% o
0.0 0‘0 0.0 0.0 0‘0
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1.2 Statement Setting out Criteria for reporting figures on Area Irrigated and Area
Protected by Drainage Works in each member country

Figures of areas benefited will be required under two headings:

(a) Irrigation
(b) Drainage

For the purpose of calculating each country’s interest, the area benefited will be taken as the sum of
(a) plus (b).

Irrigation

The figure required is the area capable of being irrigated by existing installation or equipment together
with the additional area which will be capable of being irrigated during the next five years.

The word “capable” should be interpreted as including the whole irrigable area covered by irrigation
systems and not simply the area irrigated in each year.

It applies to the net area and should exclude such things as channels, roads, buildings and the like.
Drainage
The figure required is the area which for agricultural purposes depends upon any form of artificial
(man-made) drainage works together with any areas depending upon the maintenance or
improvement of natural channels.

(1) Land depending upon more than one form of drainage works should be included once only.

(2) Land which is irrigated and also drained should be included under irrigation and not under

drainage (that is, it counts once only).

1.3 Computation of Annual Subscription

Online calculation available at; http://www.icid.org/nc subn calculation.html

O % % %% o0,
0.0 0‘0 0.0 0.0 0‘0
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2.1 Application Form for Direct Membership!: Q Companies / O Institutions

(Fill Only Relevant Portions)

I PROFILE
1. Name with Acronym
2. Date of Establishment
3. Country of Establishment?
4. Purpose/Mission*
5. Annual Gross Turnover (for companies) 3
6. Number of employees (for institutions)
7. Any branches/divisions in other countries*
8. Geographical Scope O International O Regional O National
9. Core Activities* (not more than 250 words)
I CONTACT DETAILS
10. Postal address:
11. Telephone and Fax No. with country code
12. Website
13. Name of the Contact Person
Designation
Telephone with country code
(indicate work, home, mobile, and fax)
Address (if different from that given at sr. no. 10)
E-mail
14  Provide full contact details of nominees to receive the
entitlements as per the Subscription Structure shown in
Terms of Direct membership

1 Approved by 63 IEC meeting at Adelaide, Australia on 28 June 2012
2 Please provide a self-attested legal document showing your Company’s incorporation / Institution’s registration.

3 From preceding year Annual Report in US$ with exchange rate at the time of application
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Il OTHER INFORMATION

15. Statement

a. Do you have a National Committee (NC) of ICID in your
country? If yes, please give the name of the NC?*

b.  Have you contacted the NC?

O Yes O No

O Yes O No

16 Company’s / Institution’s profile (not more than 250
words, and a logo in a separate file (GIF/JPG)

]
]

IV DECLARATION

We state that the facts given herein are true and complete.

We have contacted the National Committee (NC) in the country of establishment and learned that
the constitution of the NC does not have provision for our participation in ICID.

We hereby confirm having read and understood the ICID Constitution and By-laws particularly
related to Direct membership.

We hereby confirm having read and understood the Terms of Direct membership.
We agree to pay the annual Direct ICID membership subscription, as fixed from time-to-time.

Address:

Place:

Date:

Name and Designation of Authorized Signatory:

Signature of Authorized Signatory:

(Office Seal)

The application form, duly filled-in and signed, together with supporting documents, if any,
may please be submitted to:

The Director
International Commission on Irrigation and Drainage (ICID)
48 Nyaya Marg, Chanakyapuri, New Delhi 110021, India
Tel: 91-11-26116837, 91-11-26115679
E-mail: icid@icid.org, Website: http://www.icid.org

1 Applicants are advised to contact the respective NCs.
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2.2 Application Form for Direct Membership: Q Individuals / Q Individual (Retiree) /
Q Individual (Young Professional)

(Fill only relevant portions)

| Personal Details

1. Title ODr./OProf./OEngr./Olr./OMr. /O Ms.

2. Name (Family Name, Given Name)

3. Date of Birth? (dd/mm/yyyy)

4, Gender Male / Female

5.  Country? of citizenship

6. Educational qualifications O Bachelor’'s Degree
O Master’s Degree
O PhD

O Any other

7. Areas of Specialization O Engineering O Water resources management
O Agricultural sciences O Social sciences

O Environmental sciences O Technology

0O Economics O Any other, please specify?

8. Present position (if any)/ In case of a
Retiree, mention last position held

t Approved by 63 IEC meeting at Adelaide, Australia on 28 June 2012
2 Please provide a copy of your passport for proof of date of birth and citizenship.

3 This may be different from country of residence. The purpose of stating your citizenship is to assess the appropriateness of
your direct membership vis-a-vis to that country.

Section 2: Application Form for Direct Membership 11



9

ICID-CIID

ICID Handbook of Procedures

Areas of interest

O Design and construction; O Policy and planning;

O Monitoring and operational services;

O Education and training; O Research;

O Capacity development; O International cooperation;
O Business management; O Technology;

O Financing; O Any other

10.

In case, you have been involved in
ICID activities through a National
Committee (NC) in the past, mention
the name of the NC, year and other
details*

Contact details

11. Mailing address

Email

12. Telephone with country code
(indicate work, home, mobile, or fax)

Il Other Information

13. How do you intend to contribute to
the Mission of ICID? (Please submit
in a separate Annex)

14. Short CV (not more than 250 words
for uploading on ICID website)

IV Declaration:

O | state that the submitted details provided herein are true and complete.

I hereby confirm having read and understood the ICID Constitution and By-laws particularly clauses

relating to Direct membership.

O
O | hereby confirm having read and understood the Terms of Direct membership.
O 1 agree to pay the annual ICID membership subscription, as fixed from time-to-time.

Signature :

Place:

Date:

The application form, complete in all respects, may please be submitted to:

The Director

International Commission on Irrigation and Drainage (ICID)
48 Nyaya Marg, Chanakyapuri, New Delhi 110021, India
Tel : 91-11-26116837, 91-11-26115679
E-mail: icid@icid.org, Website: http://www.icid.org

Section 2: Application Form for Direct Membership
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2.3 Terms of Direct Membership

1. Direct membership is open to any individual, institution and company engaged in irrigation,
drainage and flood issues and through their appropriate management is interested in contributing
to overall food security, thereby supporting the objectives of the Commission. The Direct
membership is open to individuals, companies and institutions from the countries which are not
the Members of ICID or the countries whose National Committees(NCs*) constitution does not
provide for their participation.

2. The individual membership is open to Young Professional, practicing individuals and retired
professionals. A retired member is the one who has attained the age of 65 while the Young
Professional Members are below the age of 40 years. Ordinary members are those not falling
within these two categories.

3. Direct membership is open to the following types of institutions and companies:

0] institutions or organizations involved in research, development and training in irrigation,
drainage and flood management in all its aspects, including policy analysis, water
resources management, agriculture and industrial applications and the environment;

(i) educational institutions dealing with irrigation, drainage and flood management and allied
subjects; and

(i) companies which promote, design, execute or supervise irrigation, drainage and flood
management related tasks; carry out surveys or industrial projects; and /or develop,
supply or apply relevant equipment, instrumentation, hardware or software.

4. Companies are divided into three categories depending on their annual turnover; while the
institutions are categorized in two types based on the total number of employees engaged (refer
Subscription Structure Table). In order to encourage members from low income countries ICID
also operates a High / Low Income Country Classification based on the UN classification.
Members from Low Income Countries are eligible to pay discounted subscription for the
membership.

5. Each Company or Institutional Member can nominate a specified number of persons (refer
Subscription Structure Table), fulfilling the requirements to be individual members, to participate in
ICID technical bodies and benefit from receiving the ICID journal (Irrigation and Drainage) at the
discounted rates.

6. The downloaded application form for membership of the Commission shall be submitted to the
Central Office through e-mail <icid@icid.org>along with the details of payment. The application
should be accompanied with the required supporting documents and admission fee as shown in
‘Subscription Structure Table. An online submission form and payment will be activated very soon
on ICID website.

7. The Commission has set up a direct membership Administering Sub-Committee which will take
the decision to provide Provisional Direct membership, subject to ratification by the immediately
following IEC at its annual meeting. The decision of the IEC shall be applicable with retrospective
effect from the date of granting Provisional Direct membership. The provisional membership will,
for all practical purposes, enjoy the benefits available to regular members. Applicants will be
notified, in writing, by the Secretary General to the effect.

8. In case a Direct member acts in defiance of ICID Constitution, the By-laws or the decisions of the
Commission, or harms the interests of the Commission unreasonably, e.g. by non-payment of
annual subscription. The member involved can appeal against deprivation to the IEC within a
month after receipt of the written notice thereof. During the term of appeal and pending the issue
he/shel/it is suspended from membership.

9. Direct membership can be terminated:

()  As aresult of the death of the member (being an individual) or by bankruptcy or liquidation
of a member (being an institution or company);

(ii) By written notice of termination to the Council by the member; and

Section 2: Application Form for Direct Membership 13



()
ICID Handbook of Procedures

ICID-CIID

(iii) By written notice of termination to the individual or institution involved, with reasons given,
by the Council.

10. Unlike the membership of National Committees, the direct membership will stand terminated on
non-payment of annual membership subscription, and the member will be informed accordingly.
Non-payment occurs when the Direct member involved has not paid his/her/it's due within 3
months of its becoming due on the 1st of January of every calendar year without any notification
from the ICID Central Office. The Direct member may again apply for membership by paying a
nominal admission fee.

11. Like in the case of National Committees, for the Company and Organizational Direct members, the
registration fee for each Congress, regional conference, technical session, international workshop
or such other international activity organized under the banner of ICID will be at the same level as
any other member for the number of candidates sponsored by the institution to the extent as
shown in the ‘Subscription Structure Table'.

12. By Joining ICID, individuals, companies and institutions would

(a) Be part of an international platform which offers opportunities to exchange knowledge
and experience and to establish partnerships;

(b) Be able to make their voice heard: Contribute to improving understanding between
stakeholders, while enabling new ideas on water policy to surface;

(c) Benefit from worldwide exposure of their organization’s activities by using the
Commission’s name, logo and communication tools and by participating in the
Commission’s activities;

(d) Stay informed on recent irrigation, drainage and flood management news and events
through Commission’s publications;

(e) Influence policy makers to develop sound irrigation-related policies and give it greater
priority in the political agenda;

(f) Receive the latest updates on upcoming water events, access to articles, posters and
abstracts and papers from our series of ICID Congresses/Forums;

(g) Avail the opportunity to engage in professional networking and information exchange
activities through participation in National Committees and Regional_ Working Groups, and
in international programmes and processes as representatives of ICID; and

(h) Benefit from membership, such as:
0] receive one online subscription of the ICID Journal on Irrigation and Drainage (for
a single use), Annual Report and ICID News (electronic copy) free of cost

(ii) receive 2, 4 and 6 copies of the ICID Journal on Irrigation and Drainage at the
concessional member price based on the category as a company or an
institutional members?.

(iii) special discount on other_ICID publications;
(iv)  special registration fees for ICID events;
(v)  special exhibition rates during ICID events;
(vi)  special advertisement rates in ICID publications, website, etc.; and
(vii) free announcements of activities through ICID Website,_ICID News, and e-bulletin.

0 o% o% o% <%
0.0 S 0‘0 0‘0 § X4

! Except when hardcopies are requested, nominal charges plus postal charges will have to be paid.
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2.4 Subscription Structure for Direct Members

Developed country

Developing country / Least
Developed Country

Membership Number of
category Nominees . -
1 year 3years Admission 1 year 3years Admission

member | member Fee member member Fee
. Company (A) Two $ 600 $1720 $ 180 $ 400,00 $ 1080 $ 120
II. ~ Company (B) Four $ 1000 $ 2700 $ 300 $ 850 $ 2300 $ 250
Ill.  Company (C) Six $ 2000 $ 5400 $ 600 $ 2000 $ 5400 $ 600
IV. Institution (a) Two $ 400 $ 1080 $120 $ 280 $ 760 $80
V. Institution (b) Four $ 600 $1720 $ 180 $ 400 $ 1080 $ 120
V1. Individual: - $ 100 $270 $20 $ 60 $ 160 $20
VIl Individual: retiree - $70 $ 190 $20 $ 60 $ 160 $20

VIIl. Individual: Young
Professional - $50 $135 $20 $50 $ 135 $20

LIFE MEMBERSHIP FOR INDIVIDUALS

Membership category

Developed countries

Developing countries

Admission subscription

i. Individual

US $ 900

US $ 550

US $ 20

ii. Individual (Retiree)

US $ 600

US $ 500

us $ 20

Company Type A:
Company Type B:
Company Type C:
Institution Type A:
Institution Type B:

With annual turnover up to 1 million US $

With annual turnover between 1 and 10 million US $

With annual turnover above 10 million US$

With 1-50 employees

With 50 and above employees

(Note: Institutions also include International Organizations)

00 o% o% o% <%
0.0 AXA XA X X
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3.0

Establishment of Working Groups

Volunteerism is at the core of the spirit of ICID. Members of the Working Group and Task Forces devote
their time to the activities of the WG/TF on a voluntary basis as they have full time jobs to attend to. In order
to optimize the both human and financial resources following guidelines shall be followed in setting up the
WG/TFs.

1.

Number of WGs and TFs shall be kept to a minimum in order avoid spreading the voluntary clutter
the program during the pre-IEC meetings and to make best use of the limited time available to
members during the annual meeting along with the IEC meeting. Creation of new groups should
come in most cases at the expense of closing down or merging existing groups. New groups for
specific and well defined purposes with a focused mission, and short duration should be given
preference.

A Working Group (WG) or a Task Force (TF) shall be established in one of the following four ways

(a) Recommendation of the Strategy Theme Leader,

(b) Proposed by the National Committee(s),

(c) Proposed by an existing Working Group, or

(d) Proposed by one of the collaborative partners/ International Organizations

If the Strategy Theme leader under By-law 3.9.8.(c) identifies a gap in one of the thematic areas
and considers that the topic needs to be given attention and ICID has the niche to provide
leadership therein, the Theme leader, after discussions with some experts in that area call upon a
small (2-4) ‘Core Group’ to develop the Concept/scoping document.

In case one of the NCs feels the necessity of a WG/ TF, in consultation with other two more NCs,
they should prepare the Concept. These NCs should assume the responsibility of steering through
the outputs from the WG/TF.

If one of the existing WGs wants to extend its tenure for the second term or wants to reorient its
activities and take a new shape, it should in the last year of its present period, after establishing a
Core Group to develop the Concept/scoping document. In such a case the existing WG should also
provide a review of its activities and how would these outputs contribute to the work of the new
WG/TF. A WG may like to sponsor a TF on specific issue.

In case one of the collaborative partners (e.g., FAO, IFAD, WMO, IWMI, ICOLD, UNDP) propose a
WG for collaborating with ICID on one of their programmes, the leader of the Thematic Area should
establish a small group of experts, who in collaboration with the sponsoring partner should develop
the scoping document.

The “scoping document” is essential to be prepared and submitted to the PCTA before the
proposal is considered by the Committee. It should be submitted at least three months in advance
of the PCTA meeting where the decision to establish the new WG/TF is to be taken.

The scoping document shall cover at least the following sections dealing the relevant questions.

(a) Objectives: (Relevance of the Working Group/ Task Force; How is the WG relevant to the
scope of the Thematic Area; and What existing gap will the WG/TF fill)

(b) State of knowledge on the topic: (Which other International Organisations are working
on the subject, What niche will ICID fill in this area; and How will the WG collaborate with
them), and

(c) Work Plan: (Scope, Proposed Outputs, Timelines, Collaborators and dissemination
strategy)

The NCs should nominate the persons who are already involved in similar work at home so that
they can on one hand contribute to the WG/TF without much of an extra work and at the same time
they gain from the activities of WG/TF.

Section 3: Establishment of Working Groups 19
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10. As per the ICID by-law 3.1.2, the Working Group should draw up a work plan and clearly identify its
outputs that are significant and relevant to the theme of the Working Group in one or the other form

ICID Handbook of Procedures

as listed below according to the purpose and the target audience identified for the outputs.

Sr. Type of . Approving
No. publication Target Audience Broad purpose authority
1 Manuals Professionals/Technic | To provide step by step and PCTA/ IEC
al in field practitioners | minute technical details of the
task/topic
2 Guidelines Professionals from To provides generic/broad PCTA/ IEC
and outside the outlines of the subject
discipline
3 Special Professionals from To compile scholarly PCTA/ IEC
publication as a and outside the contributions on the state-of-the
book discipline art, best practices of the
subject/ topic
4 Proceedings of Professionals Compilation of the papers WG
the workshop/ presented in the workshop/
conference conference (with or w/o peer
review)
5 Technical/Status | Professionals For general circulation or WG
paper submission to the journal (ICID
or any other reputed
publication)
6 Technical note Professionals from To create awareness/ publicize WG
other disciplines about an innovative technology
(a write up of about 2 pages
7 Policy Brief/ All concerned on ICID’s position/ policy proposal IEC
Position paper policy issues on some most debated/
controversial topics (4-12
pages)
8 Compilation of Professionals Data/information compilation WG
data base across the world pertaining to
the activity area of the WB
9 Non-technical General Public, non- For general public/ awareness PCSO
paper/ article technical stakeholders | creation about the subject/ topic
through print media

11. The Central Office should provide a certain specific amount in its Annual Budget to support

12.

publication of a minimum number of publications. The best outputs from the WGs/TFs should be
given preference in such publishing.

Normally the tenure of the working group will come automatically to an end at the end of year 6,
any extension will be considered only for one year to complete the work in hand where substantial
progress has been achieved.

13. The WGs are encouraged to use their meeting time in the most productive ways to discuss topics

relevant to the WG objectives. Chairs are encouraged to dispose of the administrative items of the
agenda in the shortest possible time.

14. Working group chairpersons shall attend the PCTA meeting and report on progress so that the

outputs and activities of different WGs are brought within the overall objectives of the themes under
which each of the WG/TF is established.

00 o% o% o% <%
0.0 AXA XA X X
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4.1 Guidelines for Preparation and Conduct of International Executive Council (IEC)
Meetings and ICID Congresses / WIF / Conferences?

4.1.1 Objectives

1. The basic objective in compiling these guidelines is to support the National Committees desirous of
hosting the ICID annual International Executive Council meetings, ICID Congresses, World Irrigation Forum
and the Conferences organized in conjunction with the IEC by way of:

0] Preparing the proposal for hosting,
(i)  Making a business case, and
(i)  Organizing the event successfully

2.  These Guidelines are compiled on the basis of the ICID by-laws, decisions taken during various IEC
meetings and the experience gained in organizing meetings over the years. The provisions in the ICID
Constitution and by-laws will hold good in case of any ambiguity.

3. The objectives of the IEC meetings and associated Congress, Forum, Conference and the Workbody
meetings, as defined in the ICID Constitution, are given priority while designing these guidelines. The fact
that these meetings provide the platform for the NCs and other stakeholders involved in furthering the goals
of ICID to interact, the effort shall be made to keep participation in these meetings within the affordable
reach of participants from developing countries and young professionals. As such, the meetings should be,
as far as possible, organized in an austere manner so that the registration fee for the events can be kept to
a minimum possible. Efficient use of technology and manpower can go a long way in keeping down the
costs of organizing these meetings.

4. These guidelines should be implemented in their spirit and not the words alone. The host NC, through
its management skills can improve upon these basic requirements, keeping in view their financial impacts.
In certain cases some of the clauses in these guidelines may look trivial, but they also serve the needs of
the uninitiated.

5. As the scope of these meeting might change in the future and with the advent of new technology,
these guidelines will remain dynamic and shall be reviewed periodically. As such, feedback on the efficacy
of these guidelines from the organizers of the meetings is solicited.

4.1.2 Invitation to host ICID events

1. A National Committee (NC) desirous of hosting the annual meeting of the International Executive
Council (IEC) either with or without Congress or World Irrigation Forum, or a Regional Conference has to
extend a formal invitation by submitting Part | of ‘Form A’ addressed to Secretary General, ICID.

2. The offer for hosting an IEC, with or without Conference should be made at least 2 years in advance
while in the case of an IEC with Congress or World Irrigation Forum, the offer shall be made four years in
advance.

3. A representative of the intending host NC has to make a short (about five minutes) power point
presentation about the proposal during the IEC/PFC Meeting with the help of leaflets, brochures, or a film
etc.

4.1.3 Detailed proposal

1. The detailed proposal should include details of venue, the proposed registration fee structure for each
event, viz. IEC meeting, the Congress, World Irrigation Forum, conference, workshop, seminar and details
of opening and closing sessions, the social functions, study tours etc. The proposal shall also include an
undertaking that the host will financially support participation of at least 10 participants from LDCs members
and the extent thereto

2. The programme of IEC meeting preceded by meetings of Workbodies and other events usually shall
not extend beyond six days. Study tours of required duration are organized at the end of these meetings.

3. After acceptance of its invitation by IEC, the host has to formulate a detailed financial proposal (in
Form 4.1 Part Il and Part Ill, in consultation with the Central Office, for presentation at the next meeting of

! Approved at 63 IEC meeting at Adelaide, Australia on 28 June 2012
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PFC. The IEC approves the proposal on recommendation by the PFC clearly mentioning in its resolution,
the fee structure and contribution from Registration Fees earned from the events to the ICID Budget.

4. In case, a host NC is required to withdraw its offer due to non-approval of the financial proposal by IEC
or withdraws due to some unforeseen circumstances beyond its control after acceptance by the IEC, it shall
so inform the Secretary General as soon as possible for taking up the matter in the next meeting of the
Management Board or IEC.

4.1.4 Dissemination: Announcements, Information Bulletins, etc.

1. Normally, the host NC should bring out the 1% Bulletin about the program of the events immediately
after the IEC approves the detailed proposal. The content of Bulletin should include letter of invitation from
the Chairman of National Committee; history and culture of the country; social, economic, climate and
tourist information of the country; brief introduction of the hosting city etc.

2. For wider publicity to the event the Host NC/ Organization Committee should set up a web site for the
event and arrange posting of the bulletin and its subsequent updated versions, including the final bulletin at
least nine months before the scheduled date of the event, on the website of ICID and of the Organizing
Committee/NC.

3. The host NC should also:

() Directly mail to NCs hard copies of the final bulletin containing the registration form at least 9
months ahead of the program.

(i) Mail the copies of the bulletin to designated invited International Organizations under intimation
to Central Office.

(i)  Send weekly e-mail indicating latest tally of the participants registered and updated lists of NCs
and names of their representatives who will attend IEC meetings, in order to allow the Central
Office to send reminders, where required.

4.1.5 Venue for IEC/Congress/Conference

1. More than 30 meetings of Workbodies and about 15 side meetings take place along with each IEC
meeting. Following space is required for the efficient conduct of the meetings:

(i) The hall for opening and closing ceremony with a capacity for 1000 persons,
(i) The hall Capacity for IEC meeting should be for 300 persons,

(i) The meeting room for the Permanent Committees should have a capacity for 50-150 persons,
and

(iv) The meeting room for ICID Working Groups should be for 40 - 60 persons.

2.  Reception Hall with separate counters for registration of delegates, invitees, hotels, transportation,
tours, travel bookings, rerouting, reconfirmation, money exchange, medical facilities, messages, and other
services.

3. Conference Hall for the IEC meeting should be equipped with seats with desks, having microphones,
audio-visual aids and a large screen. Seating for representatives of NCs and affiliated organizations should
preferably be around a rectangular/circular table.

4. Conference Hall should have arrangement for interpreters, microphones, audio-visual aids, and
separate desks for Central Office staff, separate desk for papers for distribution, and simultaneous
translators’ boxes.

5. Separate offices for President, Secretary General, Central Office Staff are required. Provide in office
rooms of President/Secretary General/Central Office enough space for PCs, Internet and reprographic
facilities. Provide facilities for tea/coffee, drinking water in the rooms. Assign a volunteer to attend to urgent
errands from these offices, where feasible. Six chairs in each room are to be provided for visitors. The office
of the Secretary General should be located preferably next to the President's office.

6. For Central Office professionals, another two rooms next to the Secretary General's room with
computers, tables and chairs are to be provided. At least one PC with internet, printer and stationery has to
be provided in each of these.

7. All the 4 rooms should be separate, lockable and should allow complete privacy as important and
sensitive meetings, discussions are held there.
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8. Provide chairs and small tables in the reception hall or near the registration counters and at different
places at the venue for small groups of delegates wishing to work or talk or wait.

9. Provide a NC display center for activities of NCs for them to exhibit their past achievements, present
activities and future plans at the main venue. Requirement of space by NCs is ascertained in advance by
the host NC/Central Office.

10. A wall space of about 400 m? will be required to accommodate exhibits (mainly posters) from active
National Committees of ICID. An average about 5 to 8 m2 of wall space may be allotted to each National
Committee for such display, on first-cum-first-served basis. Provide spacious tables with display fix-on
boards with space for about 15 posters (0.8 m x 1.2 m (width x height) or A-0 size) for this display.

11. Set up special stall at a prominent place near registration desks for sale and display of ICID
publications. Services of two volunteers, preferably a Junior Professional, are to be provided at the stall to
assist the representative of the Central Office to m