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Guidelines for Planning

Humphrey Alumni Workshops/Events

Revised: September 2005

Introduction 

Alumni regional workshops and other events are an important dimension of the Humphrey Fellowship experience.  Occurring for most alumni several years after they return home, these events renew the spirit of public service and leadership that distinguish Humphrey participants from their professional peers. Such gatherings create a time and place in the busy lives of alumni for them to become reacquainted and to meet new alumni, to share information and strategies, and to inspire each other to transform their ideas into reality.  

The Institute of International Education (IIE) and the Bureau of Educational and Cultural Affairs of the U.S. Department of State (ECA) encourage alumni around the world to consider organizing regional workshops and other events in accordance with these guidelines.  We recognize the vital role such gatherings play in supporting Humphrey alumni as they work to improve the lives of those in their countries and regions. 

The following guidelines for planning and implementing regional events draw upon the experiences of those who have organized and attended them in the past.  Outlined in these pages are requirements for those seeking ECA funding.  Alumni events can, of course, be held without State Department funding, but those seeking such financial support must follow these guidelines. 

Developing An Action-Based Workshop

IIE and ECA urge you to discuss ideas for your alumni event with them very early in the planning process.  Alumni in different regions of the world may also be planning events that may affect the timing, location, and availability of funding for the event you are proposing.   IIE and ECA also can offer suggestions to make your planning as efficient as possible.

Alumni regional conferences traditionally have been organized around a series of speakers and panel presentations, ending with reports from national alumni associations.  While this format has enabled alumni to learn what others are doing and to become knowledgeable about current trends in their region, it has not often helped alumni put their reinvigorated Humphrey spirit to work after the conference ends.  As the effects of globalization and the Internet create both opportunities and challenges for Humphrey alumni, regional events can offer alumni the possibility of learning new leadership skills, sharing new approaches and perspectives, and actively pursuing new models of working together to make changes in their countries and their regions.   

The intent of these new guidelines is to shift the focus from "academic" presentations to “action-based” workshops that generate long-term goals and projects and give participants the skills to accomplish them.

Planning a regional alumni event is hard work and requires the commitment of many individuals, but primarily of Humphrey alumni in the country that will host the event.  Planning a workshop also takes a great deal of time, generally requiring one year from the time you submit your proposal to ECA and IIE to the date the workshop takes place.

 Before you begin your planning, you should:

· Organize a regional planning committee to ensure that you have the widest representation of ideas for the workshop and can call on local alumni to contact their colleagues in each country.  Please note that a “planning workshop” to prepare for the event is unlikely to be funded by ECA and IIE.

· Discuss your workshop ideas and timing with IIE.

· Be in touch with the Public Diplomacy section of the U.S. Embassy and/or Fulbright Commission for their advice and endorsement of the workshop. 

· Draft a proposal to be submitted to ECA through IIE, if State Department sponsorship and financial support are sought.  
· Establish a legal national alumni association that can officially issue invitations to other alumni and speakers, act as a recognized entity in your country, and open a bank account to receive funds for the workshop.  If you have concerns about establishing an association in your country, please contact IIE or ECA to explore other options. 

Purpose of the Event

The most important task the planning committee will have is deciding the purpose of the alumni event.  The theme and format for the event will emerge from the purpose.  You might begin your planning by surveying alumni about challenging issues in the region and the skills or knowledge they would like to acquire to address them.  Alumni may identify challenges in their professional work or in their communities. These might include, for example, learning how to develop public/private partnerships, how to use technology for community change, or how to develop and mentor grassroots leaders in the workplace or community.  

Translating these alumni challenges or interests into the focus of a workshop will require that you think how you can realistically address them.  Can you help the participants, for example, understand what makes a successful public/private partnership and then guide them through the steps of designing a plan to initiate one after they return home?   Or can you discuss the principles behind mentoring potential leaders in the community and workplace and then explore strategies participants might use by analyzing several case studies?  Another example may be focusing on recent events in a region, such as the recovery process in the aftermath of the 2004 tsunami in Southeast Asia.

You may then choose one or more of these activities to fulfill the purpose of the workshop: 

	Leadership training:    The workshop might strengthen and broaden the leadership skills alumni acquired during their Fellowship Year by focusing on their leadership in addressing the challenges alumni now face.

By training, we do not mean a panel or lecture presentation following the format of alumni conferences in the past.  We envision a "hands-on" activity, such as reading and discussing case studies, brainstorming approaches to hypothetical problems, or mapping out a project participants will implement when they return home.

	Design a community change project: Alumni might identify a societal or community challenge common to most countries in the region and design a project to address it.  If they identify the challenge as increasing access to educational opportunities, or basic health care for the rural poor, they might brainstorm and design a multi-pronged project they could undertake with their national alumni association when they return home.  Participants might support each other in their efforts throughout the duration of the project through email and occasional visits to each other’s countries.     

	Outreach to the local community:    Working together even before the workshop begins, participants might conceive of a project they might undertake in the community in which the workshop is held.   This will, of course, require good pre-event planning and coordination, but participants' joint efforts will provide them with rich experiences for discussion during the event and a good beginning for similar projects in their own communities.  Such projects might include speaking at local high schools about their professions in school-to-work information sessions, advising local health clinics or health education organizations, or offering assistance to municipal agencies or NGOs needing administrative, fund-raising, or human-resources advice.


An alumni event might focus on one of these options or combine two or more to create a full agenda.  Such events may certainly include a keynote speaker and other presentations, but the majority of the time should be devoted to discussions and activities.  Be sure to schedule enough time to enable participants to explore in depth the issues and ideas that emerge during the workshop and to practice the new leadership skills they are acquiring. 

Workshop Goals 

After you have identified the purpose of the workshop, consider its goals:
· What do you hope to achieve by bringing alumni together?

· Can you set benchmarks to determine whether your goals are achieved?  

Workshop Outcomes

Possible outcomes might include:

· An action plan describing what alumni will do when they return home.  This might include projects in individual communities or a joint effort spearheaded by alumni throughout the region. 

· A strategy plan for continuing communication and discussion among the participants that might also include alumni in the region who did not attend the workshop.  

· Documentation of the alumni’s long-term goals or projects prepared for a larger public audience.  The information might be posted on the State Department’s Alumni Web site (https://alumni.state.gov ) and include photographs and a brief description of the alumni efforts; case studies of alumni projects; or an interesting narrative (not a report) highlighting various aspects of the workshop and the ideas that emerged from it.

Long-Term Goals

One or two years after the event, what do you hope will have happened? Some examples might be: 

· Several new public/private partnerships are operating in the region initiated by alumni who attended the workshop.

· Free tutoring services to prepare low-economic children for school-entrance exams will have been established in rural villages by alumni who learned how to do this at the workshop.

Your long-term goals might be modified at the event after participants assess what they have learned and what they and their alumni associations might possibly accomplish in their countries.  But identifying long-term goals beforehand is important to the ultimate success of the event if your purpose in bringing alumni together is to strengthen their leadership skills and their commitment to public service. 

Dates

The proposed dates should not conflict with a U.S. or host country national or religious holiday. A U.S. holiday would mean the U.S. Embassy would be closed and therefore not available to assist during the workshop. Choose off‑season dates since these will likely reduce hotel and transportation costs.  Consider overlapping a weekend so that participants do not need to take many days away from work and also might benefit from lower-cost weekend travel fares. If air connections from participating countries are limited, consider flight schedules, so that arrival/departure times do not conflict with the workshop schedule.

Location

Identify a site for the event and a hotel for participants.  Meeting rooms might be part of the hotel package. Explore using U.S. Embassy and Fulbright Commission contacts to secure special rates; also consider in-kind contributions from the host government, foundations or private corporations that could provide meeting space at lower or no cost. Look into the possibility of reserving double rooms to cut down costs, as alumni may not mind sharing rooms. Rooms may have to be reserved for host country alumni who do not reside in the city where the workshop is taking place, unless they can find their own local housing. Reservations should be made as soon as possible after the dates and budget have been approved by IIE and ECA.

Anticipate one day early arrival and housing for those coming from distant locations, especially U.S. representatives or alumni from other regions, so that they may recover from the long trip and jet-lag before the workshop begins.

Agenda/Format

Opening:  The president of the alumni association, the U.S. Embassy Public Affairs Officer, the Cultural Affairs Officer, the U.S. Ambassador,  a representative of the host government, representatives of organizations sponsoring/funding the event, or others, as required by protocol, might officially open the workshop.  

Alumni Business:  Depending on the size of the event, time could be set aside for each alumnus/a to introduce himself/herself briefly. This might be done by years of HHH Fellowship, since alumni will then more easily recognize each other. If alumni share rooms, a good way to assign them is by the same year or the same U.S. host university.

A portion of the agenda should be set aside just for Humphrey alumni matters. This is an opportunity for alumni to discuss the activities in their countries and to see how they relate to other Humphrey alumni activities in the region.  Countries that do not yet have an alumni association might be inspired to start one. 

Cultural Program:  Many of the alumni attending the workshop may not have visited the host country before and would welcome visits to historical or cultural sites. Tourism might take place prior to or following the workshop and be offered as an optional activity - at participants' expense - for a day or two, or as an activity during one afternoon or evening.  

Humphrey alumni will also expect some unprogrammed time and social activities to have a chance to interact informally and get to know each other and each other’s work better.  Receptions and other informal gatherings are good opportunities for local sponsorship. 

Closing:  An event should be planned to close the workshop. On this occasion, certificates of participation may be presented to the participants. These might be signed by the president of the alumni association (hosting the workshop), the U.S. Embassy PAO/CAO, or the Director of the Fulbright Commission.  

Invitations to participants

Before submitting a formal proposal, the organizing committee should consult IIE and ECA about the countries to be invited to the event.  If alumni from regions other than that of the host country are to be included, the proposal should include a clear rationale of why this is desirable and what specific regions/countries would be invited.  IIE can post this information on the HHH program Web site to publicize the upcoming workshop.

The organizing committee should also decide how many participants might be expected. This will, of course, be dependent on the budget. The budget should be constructed to accommodate the largest number of alumni as economically as possible.  Invitations should not be sent out until after the workshop proposal and budget have been approved by IIE and ECA.

The cost of travel is often the major issue for alumni.  Participants generally are expected to cover their own international travel.  If you include a travel subsidy in your budget, some equitable formula should be designed to fund a percentage of travel costs for the largest possible number of alumni up to the maximum number of participants.  This is preferred to funding the total cost of travel for a limited number of alumni per country. If travel is to be arranged by the country hosting the event, we recommend that this responsibility be turned over to a travel agent. 

To increase alumni participation, several alumni associations have been successful in obtaining deep discounts on airfares from their national airline, which generally also offers the greatest number of good connections to the host country.

The organizing committee must follow up with letters of invitation to all alumni in countries invited to the workshop. IIE can provide lists of the alumni in invited countries. These letters of invitation are often useful for alumni to obtain professional leave/travel support from their employer, and possibly any required visas.  The letter  must spell out the financial conditions of the invitation (hotel, travel, excursions, registration fee if any, etc.).  The letter should ask if alumni are interested in leading a session, presenting a case study and leading a discussion on it, or facilitating another activity.  Give alumni a deadline to respond by.  Please consult IIE about official country names.  As the event is a U.S. Department of State-funded activity, its use of names should follow Department-of State protocol.

You should also guide participants in obtaining visas to enter the host country.  Try to meet all alumni at the port of entry.  If this is not possible, provide detailed arrival information (immigration formalities, the best route from the airport, "if lost" information, etc.).  Assist alumni with reconfirmation of their departure flights.  

You will also need to decide whether or not insurance coverage ‑ including health and accident ‑ should be bought for participants. Identify emergency resources in advance in case a participant has a health emergency.

Alumni associations are encouraged to consider charging a modest, non-refundable participant fee (US$50 - $100). This helps alumni “make the commitment” to attend rather than accepting the invitation and not showing up. For those who cannot make it (experience shows you should anticipate 10% no-shows), any non-refundable costs can be covered by these fees.

Invitations to speakers

Depending on available funds, you may or may not want to invite a major speaker who is recognized as an expert on the chosen topic. Before invitations are issued, the organizing committee should investigate with the U.S. Embassy, Fulbright Commission and any international organization in the host country or neighboring countries about the availability of senior officials/experts/scholars who might be visiting the host region at the time of the event. Their participation would greatly reduce costs, since presumably their travel would be covered by other sources. One should also consider host-country expertise and make sure that nationals of the host country are included in some aspect of the agenda.

Drafting the proposal

You should approach the U.S. Embassy and/or Fulbright Commission to apprise them of your proposed activity, and seek their endorsement and advice.

You should draft a proposal to be submitted to IIE if State Department funding/sponsorship is sought. That proposal (or at least part of it) might also be useful in approaching other agencies, organizations, or foundations for possible funding. The draft should be clear, specific, and should include a budget. Before forwarding the proposal to IIE, we recommend that you ask the U.S. Embassy and/or Fulbright Commission to review a draft proposal.  In addition to reviewing content, Embassy and Commission staff may have ideas on other funding sources and possibilities for finding international speakers who are already in the country, such as Fulbright Scholars.

The proposal should include the following information:

1. Theme or topic 

2. Goals and purpose of event 

3. Dates and location

4. Countries proposed to be included

5. Estimated number of participants

6. Suggested speakers/resource persons

7. Workshop agenda

8. Immediate and long-term goals

9. Budget, including co-sponsors and/or cost-sharing, and participant fees/contribution

10. Financial arrangements for alumni (that is, which alumni will have their expenses paid and which will have to cover their own expenses) 
11. List of members of the organizing committee or of alumni association officers, that includes names, addresses, phone numbers, fax numbers, and email addresses (if available). Also, please indicate the main point of contact for the event.

Reporting requirements

You should provide IIE with status reports on the planning of the workshop.  A specific timeline for reports will be determined at the time the proposal and budget are approved, but a weekly or bi-weekly report is the norm. 
In addition to the final financial report (See Budget section below), a final program report should be submitted after the conclusion of the event.  The program report should include the initial goals stated in the proposal and whether the goals were met; the outcomes of the workshop; a summary of an evaluation of the event; and recommendations to those planning future alumni events. 

In addition, the following materials should be gathered and distributed to all participants, as well as IIE and ECA:

· A list of participants with full professional titles, names of their organizations, addresses, phone numbers and email addresses.  Do not forget to include host-country participants who are not registered at the hotel.

· An address list of speakers and resource people so that alumni can contact them in the future.

· For IIE and ECA specifically, a final agenda and program book, if applicable.

Budget

The budget will reflect the anticipated number of participants, number of days/nights of the event, the location, and travel costs.  Before creating a budget, check with IIE about the range of funding that is available. 

You should also consider other sources of funding, such as from registration fees, corporations, foundations, national agencies, or international organizations. Co‑funding tends to heighten the importance of the event. The choice of the topic might be affected by possible sources of funding.  For example, the World Bank might be interested in assisting with an event on sustainable development, or the World Health Organization with an event dealing with health issues.  Perhaps an organization will fund a speaker’s participation if it cannot provide direct funding, or assist with publication of workshop documents.

Once the budget (or a portion of it) is approved by ECA, a Memorandum of Understanding will be drawn up between the two parties (e.g. IIE, if funding from ECA is channeled through IIE, and the host alumni association). Both parties will sign the document and it will become a contract.  A financial report will be required at the end of the event and any remaining funds must be returned.


SAMPLE BUDGET FORMAT (IN US DOLLARS)(
	
	Cost

(In local currency)
	Cost 

In U.S. $
	Request from ECA
	Cost-Share / In-Kind
	Total

	
	Name of Local Currency
	Exchange Rate: US$1 = ? Date
	
	
	

	Event Costs
	
	
	
	
	

	  International Travel
	
	
	
	
	

	  Local travel
	
	
	
	
	

	  Hotel Rooms (# rooms, $ cost per room, # of nights)
	
	
	
	
	

	  Meals
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Administrative Costs
	
	
	
	
	

	  Printing/Duplicating
	
	
	
	
	

	  Communications (telephone/fax)
	
	
	
	
	

	  Supplies (paper/binders)


	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


BUDGET NARRATIVE: 

Please provide a short description of each budget line item.

Timeline

It is very important to establish a timeline to meet the various deadlines and ensure good coordination between all parties involved, ECA, IIE, etc.  A timeline also helps to inform alumni in the region well ahead of time (so that they may a request leave of absence and seek funding for travel, and if necessary, to secure the participation of workshop facilitators most appropriate to the topic and the region). A chronological timeline follows. 


Checklist

	AT LEAST ONE YEAR IN ADVANCE:

	 FORMCHECKBOX 

	Decide dates

	 FORMCHECKBOX 

	Decide venue

	 FORMCHECKBOX 

	Decide purpose and long-term goals

	 FORMCHECKBOX 

	Decide format (joint sessions, working groups, workshops, reception, sightseeing).

	 FORMCHECKBOX 

	Decide output (e.g. publication of proceedings, Web site, organization of alumni regional  association, action or strategy plan).

	 FORMCHECKBOX 

	Decide alumni from which countries will be invited

	 FORMCHECKBOX 

	Decide financial arrangements for alumni (e.g. hotel, travel).  

	 FORMCHECKBOX 

	Prepare budget and proposal narrative.   Submit to IIE for review by ECA with full proposal.

	 FORMCHECKBOX 

	Establish legal identity of the alumni association in the host country under local law.

	 FORMCHECKBOX 

	Set up a bank account for the alumni association.

	AT LEAST SIX MONTHS IN ADVANCE:

	 FORMCHECKBOX 

	Sign Memorandum of Understanding (MOU) with IIE.

	 FORMCHECKBOX 

	Prepare to receive funding from sponsors in your official bank account and set up a system for tracking expenses.

	 FORMCHECKBOX 

	Reserve hotel and meeting space.

	 FORMCHECKBOX 

	Send, on behalf of the alumni event committee, a letter of announcement, invitation, and registration form to all alumni in the region.

	 FORMCHECKBOX 

	Work with IIE to create a Web site announcement.

	 FORMCHECKBOX 

	Inquire (from the Fulbright Commission, Department of State, USAID, World Bank, UNICEF, WHO, etc.) if there are any specialists who are coming to region at the time of the event and might be invited as speakers or facilitators.  

	 FORMCHECKBOX 

	Inquire if the U.S. Ambassador/PAO/Foundation Director/Government representative, etc., can serve as a speaker.

	 FORMCHECKBOX 

	Invite workshop facilitators from the U.S., if appropriate.

	AT LEAST THREE MONTHS IN ADVANCE:

	 FORMCHECKBOX 

	Organize participant travel, if required.  A travel agency might be contracted for this purpose.  Or provide alumni with relevant travel information, including discount offerings from national airlines, for example.

	TWO MONTHS TO ONE WEEK IN ADVANCE:

	 FORMCHECKBOX 

	Confirm facilitators.

	 FORMCHECKBOX 

	Arrange any speakers' travel.

	 FORMCHECKBOX 

	Collect itineraries of participants and arrange transportation from airport to accommodations and other local transportation during the event.

	 FORMCHECKBOX 

	Print materials: agenda, curricula vitae of speakers and facilitators, list of participants, banners, certificates, name tags, etc.

	AFTER THE WORKSHOP:

	 FORMCHECKBOX 

	Print any final resolutions, papers, communiqués or action plans and distribute to participants and target audience and/or post on the ECA alumni Web site, https://alumni.state.gov .

	 FORMCHECKBOX 

	Send letters of thanks to speakers and guests of honor.

	 FORMCHECKBOX 

	Submit final report (program and financial) to IIE and notify IIE of any unspent balance.


These guidelines were developed by the Humphrey Fellowship Division of the Institute of International Education, based on experience with past events. We welcome input/suggestions from workshop organizers to better assist those who plan such events in the future.  Send your comments to Anne Shimko, Assistant Director, Hubert H. Humphrey Fellowship Program, ashimko@iie.org.  

Revised  September 2005

( Please note: U.S. government contracts do not permit “miscellaneous” or “emergency” budget lines.





PAGE  
11

