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These guidelines are designed to assist experienced rangeland professionals to host a successful
International Rangeland Congress (IRC). They are not a step-by-step instruction manual; instead, they
are intended to capture the unique elements of success for an IRC based on the experiences from past
Congresses. An IRC is held every 3-5 years and aims to bring the global community of rangeland
users, professionals, scientists, academics, policy makers and other stakeholders and interested parties
together to share knowledge and experience. Sponsorship is important, as all money raised is to be used
to support people who would otherwise be unable to attend, such as pastoralists from remote areas and
young women scientists as two examples.

https://rangelandcongress.ora/

The IRC should be hosted, as much as possible, in a rangeland environment. There is a balance in
choosing a congress venue that can host 800-1200 delegates in a location that can accommodate this
many people, whilst also having ready access to rangeland environments for pre, post, and mid-
congress tours. Personal interaction and catching up with friends and colleagues is a key aspect of IRCs
and needs to be encourages and supported. If an online component is included, and technology
advances, new and innovative ways are likely to become available to encourage and support
interpersonal interaction at online events. However, beware of trendy and complicated technology that
cannot be supported in regions with poor internet connections; we want these Congresses to be
inclusive of people around the world.

These guidelines were first developed by Jim O’Rourke after the 2008 International Rangeland
Congress (IRC)/International Grassland Congress (IGC) held in Hohhot, Inner Mongolia. They were
revised by the Argentina Organizing Committee and Jim O’Rourke with Israel Feldman as Chair after
the 2011 IRC Congress held in Rosario, Argentina. They were again revised by the Canadian
Organizing Committee and Jim O’Rourke Chaired by Bruce Coulman and Duane McCartney following
the 2016 Congress held in Saskatoon, Saskatchewan, Canada. They were then revised again following
the 2021 Virtual IGC/IRC in Kenya by the Kenya Organizing Committee and Dana Kelly, David
Phelps and Jim O’Rourke.
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International Rangeland Congress Planning guidelines

TABLE OF CONTENTS

Contents

PREFACE ... iiiiiiiiiiitreterreretetetaeaeeesasasasnssssssasasssssssesssesesssesssasasssnsnsasnsnsnsnsnsnsnssssssssesssssssnsnsnsnsnnes 1

SUMMARY OF RESPONSIBILITIES OF CONGRESS OF LOCAL ORGANIZING COMMITTEE (LOC)....cvuuiernranrnranennes 5
IMIANAGEMENT STRUCTURE ....vttteitveeesetteesssseessesasesassssesasssesassessssssssssssssssssssssesssssesssssssssssssesssssssssssssesessssessssssesesssssssssssssssnnne 5
CONGRESS STRUCTURE AND CONTENT .uvteetteeeteesereesoseesseeessesesssassesssseessseesssssssssssssessssessssssssssessessnsessnsessssessssessessssessssessssesssnees 5
PUBLISHING .. vttt e ettt e sttt e sttt e e s eteeesetbee e seuaeeesesbeeesesseeessssaaessssaeeasssaaesassaeeessssaeesaaseee e aseeesansaeesssaeesassaeesansaeesssanesssenessssnesnnns 5
CONGRESS CHAIR RESPONSIBILITIES cuvtesuvtesserearesseseesaseessesessssesssssssssssssssssssssssssssesssessssessssessssssssessnsessasesssesssssessessnsessssessnsessssees 6
POST CONGRESS RESPONSIBILITIES ..vvveeeuveeererveeesesesesessssesssssessssssesssssssessssssssssssssssasessssasessssssessssssssssssssnesssssssssssssessnssesssssssssnne 6

LOCAL ORGANIZING COMMITTEE......ccctutuieieieieienenenririrsesrsrersrsrrsresssssssssssssasasssssssssssssssssssssssssssssssssssssssses 7
ROLE OF LOCAL ORGANIZING COMMITTEE CO-CHAIRS AND SECRETARIAT ..cuvterreerieesseeesseeesseesssessssessssessssesssessssessssesssseessseesssnsnses 7
COMMITTEES t1etteuteeesiuteessiteeesiseeesaisesesssesesssesessssesesssssessssssesssssessssssessssssessssssessssseessssssesessssessssssessssssesessssessssssesessssasesssens 8
CONGRESS IMANAGEMENT PLAN/TIMELINES ..vuvtiviiuiisiesiestistesteseessesessessessessassessassassessessessessessessessessessessessesssssssssssssssssssssssssnnas 9
VIRTUAL CONGRESS PLANNING ..uveeruveesuueesseesssesssseessseessssssssessseessssesssssssssssssessssesssssessessssessssesssssesssssssessssessssessessssassssaesssessssees 9
WWEBSITE DESIGN AND UPDATE ...vtiiuveistrtisteesoreesiseesseesseeseessseessseessseessssssssessssessssesssessssessssessssessasesssseessessssessssessssessssessssnsnses 10
CONGRESS IMTAILING LIST 1ueiiteeiteeiteeseessreesoteessseessseesseessaesssessssessssssssssssssessssessssesssessssessssesssessnsesssssessessssessssessssesssseesssnsnses 11
VIRTUAL CONGRESS PLATFORM ...uuvveeieureressiseeessssesesssissessssssessssssessssssesssssssssssssssssssessssssesssnssessssssssssssssesssssessssssnssssssssesnssness 11
REGISTRATION PROCESS ..uvtttiiuitteiiitteiiieeessiteeessisteeseisaeesssaeessssaessssssessssssessssseessnsssessssssesssnssesssassssssassessssssesssssssesssssasesssseees 12
REGISTRATION FORM ...citieeiiiiiieiiiieeesiteesseieeeseteeesetaeesesaeesenssaeeesasaesssssaesanssaessnssaesssseesssssesesnseesssnseesssnssesesaseessnssenesnsseees 13

TIMELINES. ..o ciiiiiiiiiiiiiiiiiiiiiiieietetetetasasasasasasasassssssssssssssssssssssssssssssssssssssstesesssssssssasasssssasssssssssssnsasanes 14
FOUR YEARS BEFORE THE CONGRESS (FIRST ANNOUNCEMENT): 1veuvevestestessessessessessessessessessessessessessessessessessessessessessessessessessessens 14
FORTY-TWO MONTHS BEFORE THE CONGRESS ..eeiuveeeiereeeiareeesaiseeesssssressssseessssseesssssessssssssesssssssssssssssssssssssssnssssssessssssasesssssees 14
THIRTY MONTHS BEFORE THE CONGRESS (SECOND ANNOUNCEMENT) 11uveuteureresesessessessessessessessessessessessessessessessessessessessessensens 15
TWENTY-FOUR MONTHS BEFORE THE CONGRESS ....veevteiveesreesseensuessseessseessssessssesssessssessssesssessssesssessssessssessssesssssessassssasssseesas 15
EIGHTEEN MONTHS BEFORE THE CONGRESS (THIRD ANNO UNCEMENT) 1uveuvevevestessessessessessessessessessessessessessessessessessessessessessensens 16
EIGHTEEN MONTHS BEFORE THE CONGRESS (GENERAL ACTIVITIES) cveuveveversersessessessessensessessessessessessessessessessessesseesesseeseeseeseesessens 16
TWELVE MONTHS BEFORE THE CONGRESS (FOURTH ANNOUNCEMENT) 1.uveuveuverrereressessessessesseesessessessessessessessessessesseeseessessessenees 17
SIX MONTHS BEFORE THE CONGRESS ..uvvteievteeisrteeisireeesssssresssissessssssessssssessssssesssssssssssssessssssesessssesssssessssssesessnssssssssesesssssnesnnns 17
FIVE MONTHS BEFORE THE CONGRESS .uvveeveersteesreesuesssesssseessseessseessssssssssssesssssssssssssessnsessnsessnsesssesensessssessssessssesssssessessssessns 18
TWO MONTHS BEFORE THE CONGRESS (FIFTH ANNOUNCEMENT) .uveuvevevesersesersessessessessessessessessessessessessessessessessessessessessessensens 18
ONE MONTH BEFORE THE CONGRESS ...vvteeveeeeteesiseesseesaessssessseesssesssssesssssssssssssssssessssssssessnsessssessssesssssessessssessssessnsessnsessessnnes 18
ONE WEEK BEFORE THE CONGRESS eeuuvvteiereeeesreeeesesseesesiseessssssessssssessssssessssssesssssssssssssesssssessssnsessssnsesssssssssssssssessssesessssssessnns 18
DURING THE CONGRESS .uvveeeieuveeeisiserersisesessssseessssssessssssessssssessssssessssssessssssesssssssssssssessssssessssssesssassssssassesssssssssssssssessssesesssssees 18
DAILY THROUGHOUT CONGRESS .. vvveereteeeseseeesassesesesssesasssesasssesssssessssssessssseessssssssssassessssssssssassssssassssssassesesasssssssssssessssseeen 19
ONE IMIONTH POST-CONGRESS ...veeiuvresureesteesaseesiseesseesissesssessssessssessssessssssssessnsessssessssessssssnsessnsessnsessssessssssssessssessnsessssessssessnes 19

LOCAL ARRANGEMENTS COMIMITTEE ......cucueiiiiiiiiiiiiiiiiiiieiiiitetretesesasasasasesnsnsssssnsnsnsnsnssssssasssssssasesasnnes 20
HOTEL AND CONFERENCE CENTER CONTRACTS eeievteeieiueeeisiueeessiseeesssstessssssessssssessssssessssssesssssssssssssssssssssssssssssssssssssssssasesssseses 20
IMIEETING SPACE INEEDS ..euvetiteerteesrteseeesteessseeseseesseessessssessssesssssessssesssessssessssessssssssessssessssesssseessesessessssessseessseessssessessssensas 22
MEETING ROOM SIGNS AND DIRECTION ..vtieveeiiteerireesiueeseessreeesseessseessssesssessssessssessssssssessnsesssesssesssesessessssessssesssseesssssssessssessas 23
POSTER SESSION INEEDS ...vetiiiuvteeiiuveteieieeeisiseeesesseeessssaeesessssesssssaesssssesssssssssssssessnssesssssessssssssssasessssssesssssssnssssssssessssesesssseses 23
AUUDIO/VISUAL .veveteteeteeteeteeteeteeteeteeteebeebeebeebeebeeseeteebeebeessessessessessessessessessensentassesbeabeabesbeabeabeebeebesbeebeebeebeebeeteereereereereereerean 23
SUBMITTING SPEAKER PRESENTATIONS POWER POINT ..eeiiiitiiiiiieeeciie e sctie sttt sste e s ssite e s e sate e s ssbae e s sbaaessabaeessaneeessnnnnassnnaesnnns 24
LOCAL TRANSPORTATION .veetreureeerarveeesssessssssesessssssessssssessssssessssssessssssessssssessssseessssssessssssessssssssssasesesssssssssssnesssssessssssasessssenes 24
INFORMATION IMARKET PLACE AND TRADE SHOW ....eiiuvteeuteieteeiiteeeseesureesseessessssesssssasessssessnsessnsesssessnsessnsesssessssessnssessessssessns 24
Y=Y SRR 25
CONGRESS BANQUET/DINNER .veveeveevieriereireereeseeseeseessesseseessessessensessensensessessessessessessessessessessessessessesssssessessessessesssssssssessessensons 25

Revised 1 August 2023 Page | 2


https://rangelandcongress.org/future-congresses/congress-planning-guidelines/

International Rangeland Congress Planning guidelines

HOSPITALITY AREA ...teittiiieeiieesteesteesieeeseessseesseesssesssaessseessssessssessssesssesnssessssessssesnsessnsessnsessssessseesnsesssseessseessseessseessesssseesas 27
COFFEE/TEA BREAKS OR NUTRITION BREAKS .vvevvteveieeesteeteitesseesseesseesesssessessesssessesssesssesssessesssesssessesssesssessesssssssesssessesssessens 28
ACCOMPANYING PARTNER PROGRAM ....uttiiiitieisiitteisitteessisteesesteessseeesssneessssessssssasssssseesssssessssssesssssssesssssenessssensssssnssssssnses 28
SOCIAL ACTIVITIES wrteeiuteeeiiureetesieeesaseeesssseeessasasessssssessssssessssssessssssssssssssssssessssssssssssssssssssssessssessssssesssneesessssseesssseessssaessnse 28
SPECIAL IMTEETINGS/ GROUP INEEDS ...vvviviviieiisiiseisieseestestestestestestestestestestestestassassessessessesssssassessesaestsssssbssbssasssssrsssssrsssssrsensans 29
WV ORKSHOPS INEEDS ..vveeuveeeureesreesueeesteessseessseessseesseesssssssessssesssssesssssssssssssssssssssssessssssssesessessssessnsesssssessessssessssessssesssseessensssen 29
VISA INEEDS/PROCESSING v.vveevereverseessesesesseessesesesssesseessesssesseessesssesssessesssesssessesssesssessesssesssesssessesssesssessesssesseessessssssseseessesssens 29
ACCIDENT AND LIABILITY INSURANCE «.eeeuvtesttestteesseessreessseessseessseesssssseessseessssessssssnsessssessssessssssssessnsessasessssesssseessssssassssasssseesns 29
REGISTRATION DESK AND CONGRESS BAGS ...uveieiiiiieieiieeieiteesette s setee s st e s e tee s s saae s s etae e s s bee e e sabaeessabteessnnsaeesassaeesnssaeesnssenean 30
PROGRAM COMIMITTEE........ccitetieiieieieieieieteeeeeeeaeesaseseseseseseresasasssasssasasasasnsnsnessnsssssssssnssssnsasssnsnsssnranes 31
PROGRAM THEME ...uttiiiureeeiiieeesitteeeseteeeesiseeesessaeesesaeesensasesassaesaanseesaassaessnssaesensssesssnsseessseesssnsessssnssesesassesesaseessnssensssssenes 31
SCHEDULE FOR THE WEEK eeuuveeiteeiteestteesteeseteeeeseesseesssasssesssessseesssseasssssssessnsessssesssssssssssnsessnsessnsessssssssessnsesssessnsessnsessssesnses 31
AWARDS CEREMONIES ..veeuvteeiteeeteeesessseassssesseassasessessssesssssssssessssssssessssessssesssssssssssssessnsessnsesssssessessnsesssessssessssssssassssasssseesns 32
OPENING CEREMONY 1uutttiiiureetiiureeessseeesssesessssasessssssessssssessssssessssssssssssssssssssessssssssssssssssssssssessssessssssessssssessssssssessssssesssenessnse 32
CLOSING CEREMONY «.uuviuteeeureesuteesueeesseessseessseesssessssessssessessssesssssessssesssesssssssssessssesnssesssessssesssessnseessssssesssesssseesaseessseessensssen 32
INTERNATIONAL SCIENTIFIC SPEAKERS COMMITTEE .vtteuvtesureesseessseessseessusessseesssessssessssesssessssessssesssessssssssessssessssesssssessssessessssaesas 33
KEYNOTE/INVITED SPEAKERS ....vcviiutiuiisiisiestestestessessessestesssssassessessassassassessesssssessessessessessessesssssssssstssssstessssbssessbssbssssensessansanean 33
PROGRAM TIMELINES tiutteetiiureesiiiteeesiieesssiseeesaisasesasasesasessssssesessssssesssssssssssssssssssssssssesssssessssssesssssseesssssessesassesessssesesssseees 33
SESSION FORMA T ..ttt ititeeiiteet ittt e seteeeseetaeessraeeesbaeeessaeessesseeeasssaaeassseaeasssasansssaeesasaeeeassasesantaesaassaeessaseeessasseessnsseessnsenesnns 35
CONCURRENT SESSIONS ..uvvteveerteesueeesseesssessaseesssessssesssssesssssssessssesssssessssssssessssessssesssesssssssssessssessnsesssssessessssessssessssessssesssssssses 36
POSTER SESSIONS ....vttiitreiiteeiteesteeseeesaeesseessseesaseessseessessssesssseessseessssssssessssessssessssssssesssesssesssseessesessessnsessssesssseessesessessssessns 39
WV ORKSHOPS ....veeuvreeiteeeteeeteesuteaseeesseesssesssessseessssassesasseessssessssessssssssssssssssssessssesssssessessnsessnsessssesssseessesessessssessnsessnseesensnnes 39
IRC BUSINESS IMIEETINGS .veeeiuveeeieureeeieseeeseseeesassasesessseesessssessssssesssssssssssssessssssssnsssessssssessssssesssassssssassesssnsssssssnssesssssasesnsseees 39
RANGELAND USER FORUM ...uutiiiiiiiieiiieeeseite e seitteesetteeseetteesssteesssaaesssasaesssnseessnssaesasaseesssnssssssnsssessnstnessnsensesassssesnssenesnnseeen 40
VIRTUAL (ON-LINE) FORMATS ©e.veeveetesressessessessessessessessessessesssssesssessesssssessensessensensensensensessensensessessessessessessessessessensessenensenensens 40
PUBLICATIONS COMIMITTEE .....ciuiuieiiiiiiieieieiiiiiiiiieieietteteseseseresesesasesssssssssssssasnsnsnsssssssssssssssssssssssssssnsanes 45
PAPER SUBMISSION PROCESS ..vteiiiuvereiiieeeisiseesiiiseeessiseeessssesessssssessssssesssssssssssssssssssessssssessssssssssssessssssssssssssssssssssssssasesssseses 45
PRESENTATION FORMAT L.vtiiiitiiteiiitieiiieeessieeeseiuteessiseeesssseeessssaeessssssessssssesssssaesssssaesssssseessnsessssasessssassessssseesesassesessssanesssseees 45
PAPER SUBMISSION DATES .vveiuveerreesueeesesessessoseessseessssessessssessssessssesssssesssessssessssessssssssessssessssesssseessessssessssessssessssesssssessessssassns 46
PAPER & RECORDING GUIDELINES ..uveeveeuvesseessessesseesseassesseessesssessesssssssssssesssssssessesssesssessesssesssessesnsessessesssesssessesssessessesssesnses 46
PAPER REVIEW PROCESS ..uvttiteeitieittesieessteessseesoseesseeasseessseesssessssesssssesssessssesssssssssssssessssessnsessssesssessssessssesssesssseessssessessssansas 49
CONGRESS PROGRAM BOOKLET ...vtiiiitiieiertteisiteessiseteeesistesesstesssssesssssessssssassssssassssssessssssessssssssessnsessssssesessssseessssesesssssnessnne 50
COPYRIGHTS 1uttetiuteeeiiuteeesiureessiuteeesesaeesaseeesasaeessssasesaasssessssssessssssessssssessssssesssssssssssssesssnssesessnsessssnsenessssesessaseeessssesessnsesessnns 50
TOURS COMMITTEE........cciittieteteteteeerererarasasasasesesessasssssssssasasasasssssssssssasasasasasasasssasasasnsnsnsnssasssnsnsnne 51
PRE-CONGRESS TOURS ..vveeuveeeureesureasueeesseeessessssessssesssssssessssessssesssssesssssssessssessssssssssssssssnsessnsessnseessesensessnsesssessnsesssssessessnsessns 51
IV ID-CONGRESS TOURS ..uvveetsureeesaureeesasseesssseeesassesessssesessssesesssesesssssessssssesssssessssssssassssesssssssssssssessssesssssessssssessssssasesssseees 51
GENERAL TOUR INEEDS ..utteiteeiteeiuteesteeesteeseseeseseesseessssessassasassssssassseasssssssessnsessssesssssessssensessnsesssesssseessessnsessssessnsessnsessssesnses 52
HOTEL CHECK-IN FOR PRE AND POST CONGRESS TOURS ..vteuveeeurersuresssressueessueesssessssessssesssessssesssesssseessssssassssesssseesssesssssesssesssaesas 54
PRE- AND MID-CONGRESS TOUR CONFIRMATIONS ...eeeuveerurernreersseessseesueessseesssessssessssesssessssessssessssesssessssessssessssesssseessssessesssseesas 55
FINANCE COMIMITTEE ......cciuiuiuiuiuiuieiaiesesesesesesesesesssssssssrsrerssessssssssssssssssssssssssssssssssssssssssssssssssssssssssosanes 57
20 0] 2 S PP 57
BUDGET PHILOSOPHY ..uuteeiiiiiiesiiiteessiiteesssiteeesetesesetaeesesseeeseusasesesssaessssssessnssaesssssaesssssessssessssnsessssssessssssessesassessssssanessssenss 57
2 U 0] o I T = U 58
IRC BANK ACCOUNT eiutvteteeiteesteesueeesseeessesssseesseessssessessssesssesssssessssessssssssesssssssssssssessnsessnsessnseessesessessnsessssesssseessesessessssessas 59
AIRLINE AND BUS CONTRACTS 1eeeuveiiveerreessressessssesesseessseessseessssesssssssessssssssssesssssssssssssesssessssesssssessessssessssessssesssssesassssasssseesns 59
YA o 13 U 60
[0 N 200 T N 1 2 { U 60
SPONSORSHIP SUBCOMMITTEE UNDER FINANCE COMMITTEE.......coiiiiiiieiiieiteeiee st sveesneesneenee 61
FUNDRAISING ...uteeiuteeitteeiteesiteesteesseessaeessassaseesseassesaasesassasassssssssesssssssssssssesssssssssesssssnsessnsesssseessessnsesensessssessseessssessessnsennns 63

Revised 1 August 2023 Page | 3


https://rangelandcongress.org/future-congresses/congress-planning-guidelines/

International Rangeland Congress Planning guidelines

INTERNATIONAL DELEGATE SUPPORT SUBCOMMITTEE UNDER FINANCE COMMITTEE ....cccctveviirieenieenieeieeesieene 64
INTERNATIONAL ASSISTANCE TO LOCAL ORGANIZING COMMITTEE ..eeuvveeveeeueessrersuressseessseesssessssesssessseesssessssessssesssseesssssssesssseesas 66
PUBLICITY SUBCOMMITTEE.......cccuiuitiuiiiiieiieiiiieieiieiairtasesiesessesssresassssesassssassssassssessssesassssasasssassssasans 67
ASSISTANCE WITH PUBLICITY eeteetteetieette et et sttt et e eeet e s st este e e it e s euee s sateesme e e st e e aseeamseeemeeaaneeeaaeeaseeaabeesabeesaseeaneeeanneesneeeneenas 68
APPENDICES .....ccuiuiiiiiuiiiiuieiiretierarestesesresaseerasessasassessssssesssssssssssssssssssssesssssssssssssssssssssssassssosassssnssssasas 69
APPENDIX A ettt ettt ettt ettt et b st e s h e s st e s e s a e e e st e s e e st e e Rt e st e R e e R e e R e e R e e R e e R e e R e e R Re Rt e reeeesRe e bt e nesRe e reenresrnens 70
TYPE OF PROPERTY (CHECK ALL THATAPPLY) «ovveveeueeueeueeseeseeseesesssesesessessessessessessensessensessensensensessessessessessessessessensensessensensansens 70
IMIARKET TIER .uteteeuteeutesueesteetesseesteensesueesseesesueesseessesaeesatesstensesseesstenseemeesateas e e st e eatesaeeaseemeesseeaseeate s st e sbeensesnbesbeensesneeseeenseenses 70
PROPERTY LOCATION 1. ntteitte ettt stte st ettt st e st e st e s et e sat e st e s bt e e st e e seeeaseeeae e e st e easeeeaseesabeesabeesabe e st e easaesaseesaseesaseesaneenseesseenas 70
PROPERTY OW NERSHIP & MANAGEMENT (CHECK ALL THAT APPLY) v.uvetestestessessessessessessessessessessessessessessessessessessessessessessessessensens 70
TRANSPORTATION & PARKING (COMPLETE ALL THAT APPLY) «oeuveueevevesesesesesesessassensessensansassessessessessessessessessessessessensessessensens 71
APPENDIX BHOTEL INSPECTION CHECKLIST ..uvtittetesitesiestesitesteestestesseestestesreetesaeesseesbeseesaeessessesseesesnsesasessesnsesaeens 77
RATE THE PRODUCT ... uiiiiuiiiiitiieiiieieieratstesesresassasassesassssassssssassssassssassssssassssassssessssssossssassssosassssasans 77
PHY SICAL PLANT.....eiitiiiiiieiiitieittetatrasstasestessssesassesasssresassssassssassssassssesassssasassssassssassssasssrasassssnsnns 77
APPENDIX CAGREEMENT BETWEEN (HOTEL) AND LOC ......ccteerieerieereeeeeeeesieestesesseseesessesessenessessssessesessessssesesenses 79
(IRC LOCAL ORGANIZING COMMITTEE) ..uuivuieuiienienniensiensiensrassenssenssessssssssssrnssssssssssssssnssssssssssssssssssnssanssne 79
DAY ettt ettt st b et be s a e e h e e tesa e et e et e e a e e a e e teeateea e e bt et e e a b e be e teeateeht e be e besatenhe e besatenbe e beebesaaenaeentes 79
APPENDIX D TEMPLATE LETTER OF REQUEST TO REVIEW PAPER.......cotiiieteneeierteseeseete st sie et sae e esaeesaesanens 86
APPENDIX E ORALPRESENTATION GUIDELINES.......tiitiieiteetenteeiestesteesie et steesteseesaeestesseesaaesbesssesaeessesnesasassesssesnnens 87
APPENDIX F KEYNOTE SPEAKERS: INSTRUCTIONS FOR PRE-RECORDED ORAL KEYNOTE PRESENTATIONS.............. 88
INTRODUCGTION. ...cuitiitieittieiitiitteitttateressetaseetessssesastesassstesasssssssstassssasssssssssssesssssssssstassssassssosassssnsans 88
RECORDING YOUR PRESENTATION....cuiuitiiuiuiiiiuiiieietreieiataresesssasesrassssasssresasssressssessssssassssassssassssssasans 88
FILENAIME ...cuniniiiiiiiiiiiiiiiiiiiirti ittt ettt ttat e retetsasa st tasastesastesassetassssassstsssssstessstessssssassssnsssrassssssasans 89
UPLOADING YOUR RECORDED PRESENTATION.....cutuitiiiiuitiiuieitieiiieieiieieiiresiisasseresestassssersssssasssrssssssasees 89
APPENDIX G ORAL PRESENTATIONS ...ttt ettt st ettt e s e s sre et s e e sse e s e s e e sne e s e s e e saeesseennesneesnesnsesanens 90
INTRODUCGTION. .. uitiiuiuiiieieiuiesttesrerasasresassssasesrssessasassssassssesasssssssssassssassssessssssssasssssssssassssassssosasssnsnns 20
RECORDING YOUR PRESENTATION.....c.iuiuiiieieiiuiiiaieirarasesrasesresasressssssasessasssressssssosassssssssssssssassssasassssasans 20
FILENAIME ....ccitiiiiiiiiiieiiiitiieiestiesestassstesassesssestasessasassssassssesssssssssssasessasssssssssssosssssssssssassssassssosassssasans 91
UPLOADING YOUR RECORDED PRESENTATION. ... cutuitiiuiuiiiiuieiieiiiuiiirsesisesrerasserasesresssssrsssssassssesasssasaes 91
APPENDIXH POSTER DESIGN AND PREPARATION GUIDELINES........ccoteiieieneeieeie ettt ee s e ese e 92
APPENDIX L BUDGET ... eiitteteitestiete ettt sttt e ste st e st e ste st e st esse e tesatesseestesatesseentesasesatenbeeasesatenbeeasesaeenbeesesasasseensesanens 95
APPENDIX J KENYA 2020 IGC-IRC SPONSORSHIP PROSPECTUS......cocteteieeienteieete ettt sre e sneenne 115
APPENDIX K THANK YOU LETTER TO SPONSORS ... .ottt sttt st ee st n e s nesmeesmeenne 116
APPENDIX L DELEGATE SUPPORT APPLICATION.....ccutiteettiteeteneteteeste sttt st s s e snesse e s s snesnee s b snesneesresnesmnesneenne 118

Revised 1 August 2023 Page | 4


https://rangelandcongress.org/future-congresses/congress-planning-guidelines/

International Rangeland Congress Planning guidelines

SUMMARY OF RESPONSIBILITIES OF CONGRESS OF LOCAL
ORGANIZING COMMITTEE (LOC)

The Local Organisation Committee is often called something like the Australian or Kenyan

Organising Committee, depending on the country hosting the Congress in the specific year.

Management Structure
1. The host country or sponsoring organization within the host country will, in consultation

with the International Rangelands Congress Continuing Committee (IRC CC), name the
Congress Chair, or alternatively an Honorary Chair plus an Executive Officer, and
appoint a Local Organizing Committee.

The Congress Chair, or the Honorary Chair and the Executive Officer, on behalf of the
appointed Local Organizing Committee, will be completely responsible for the
organization of the Congress.

Once the country and its nominated Local Organizing Committee has been accepted to
act as host to the Congress, it will, after consulting with the Continuing Committee, take
the responsibility for deciding the precise venue, location, program, number of
participants, etc.

By mutual agreement, the host country or sponsoring organization within the host
country of the ensuing Congress may allocate funds to cover office expenditure incurred
by the President on behalf of the Continuing Committee but will regardless provide all
the necessary facilities and meet all necessary costs of the Continuing Committee in
holding committee and business meetings at the Congress.

Congress Structure and Content

1.

Every Congress shall commence with an inaugural function presided over by the
Congress Chair, at which no business shall be transacted. The details of the inaugural
function will be the responsibility of the Local Organizing Committee.

There will be at least two business meetings of the Congress, one at or near the
beginning, and one at the end. Two of the purposes are to elect new members for the IRC
Continuing Committee, and gather resolutions for presentation to the Congress.

The Local Organizing Committee is encouraged to consider the provision of educational
workshops, pre and post congress tours, and mid congress tours and other matters or
exhibitions consistent with the aims of the organization, as well as technical sessions.

Publishing

1.

Publishing of the Proceedings will be arranged by the host organization and copies will
be provided to all full members.

An additional number of copies shall be made available for sale to the public and libraries
throughout the world.

Likewise, the Congress host will be responsible for inviting contributions to the Congress
and presenting them in the form of pre-Congress documents.
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4. Copyright shall be vested jointly in the IRC Continuing Committee and the host Local
Organizing Committee (until the next Congress).

Congress Chair Responsibilities
1. The Congress (or Honorary) Chair will Chair the Local Organizing Committee.

2. The duties of the Congress Chair will include chairing the inaugural function and, where
thought appropriate by the Congress Chair in consultation with the President of the
Continuing Committee, opening and closing Plenary Sessions.

3. The Congress Chair will become an ex-officio member of the IRC Continuing
Committee for one term immediately following their term in office. Alternatively, the
Congress Chair may nominate an ex-officio member to participate on the IRC Continuing
Committee.

Post Congress Responsibilities
1. Within one month from the last day of the Congress, the Local Organizing Committee
will pay to the IRC Continuing Committee a levy of $20 (US) per head for each full
membership attributable to the Congress, or such other amount as decided by the
Continuing Committee and advised to the Local Organizing Committee at least 18
months before the Congress.

2. At the completion of the Congress, the Local Organizing Committee of that Congress
should hand on as much information as possible to the organizers of the next Congress
and to the President of the IRC Continuing Committee. This should include (preferablyin
digital form):

a. The complete mailing list used by the outgoing Local Organizing Committee.
b. A full list of members of the immediate past Congress, associates, etc.

c. The list of pre-registrants including the names of the people who were unable to
attend the Congress.

d. Samples of all relevant forms and documents, membership badges, etc.
e. Detailed budget and expenditure of the last two Congresses.
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LOCAL ORGANIZING COMMITTEE

Role of Local Organizing Committee Co-Chairs and Secretariat

The Local Organizing Committee (LOC) needs leadership and support from a national rangeland
(or equivalent) organization. Where such an organization does not exist, leadership may exist in
government, NGO or academic institutions. Leadership, coordination and support in these
situations needs to be presented as a key part of the congress bid. Leadership and financial
support by the host government and organizations is critical for the success of a Congress.

The LOC may be renamed by the host country. For example, in Kenya it was the NOC (National
Organising Committee), and in Australia, the AOC (Australian Organising Committee).

The LOC Co-Chairs need to be identified as part of the initial bid, as they are responsible for the
successful conduction of the congress. In order to do so they must:

e Be respected leaders in the range management/science community
e Beina position to devote four years to the leadership of planning a congress
e Be effective in obtaining host country political and financial support for the congress

e Have attended one or more International Rangeland Congresses and be thoroughly
familiar with a typical congress organization and operation

e Work on a daily basis with the Secretariat Office and all Sub-Committees to ensure that
deadlines are met; it is critical that someone has an overview role and ensures that
committees liaise with each other as needed

e Prepare a progress report to the IRC Continuing Committee every six months following
acceptance of the bid

¢ Name a Permanent Secretariat, fluent in English, one month after acceptance of bid is
received

¢ Name two Co-Chairs for each Committee within two months after acceptance of the bid
is received

e Submit Work Plans for each Committee to IRC CC three months after acceptance of the
bid is received

e Submit a revised budget, including a cash flow budget, to the IRC CC four months after
acceptance of the bid is received

e Sign Hotel and Conference Center contracts, Memorandum of Agreement, or the
equivalent no later than three years before the congress date

e Have contingency plans for finance and continuity in case of domestic or global
disruptions, including hybrid or all-virtual congress hosting capabilities organized at least
12 months before the Congress.
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Committees
The LOC will usually be structured into several sub-committees, as follows:

e An overarching (lead) committee with at least one representative from each of the
following committees (who all report to the overarching Local Organizing Committee)

e Local Arrangements committee

e Program committee

e Publications committee

e Tours committee

e Finance committee

e Sponsorship subcommittee

e International Delegate Support subcommittee
e Publicity committee.

Each committee reports to, and is responsible to, the LOC. The LOC operates as an independent
entity. It reports to, and is responsible to, the IRC Continuing Committee.

Congress Secretariat tasks

The Congress Secretariat is a person, or organization with one specific person, devoted full time
for four years to ensure that every detail of a congress is accomplished. Ideally, this person
should be familiar with a typical congress, having attended at least one international conference.
He/she will work with the Co-Chairs to carry out the tasks as assigned by the Co-Chairs and
Sub-Committees. Principle tasks of the Secretariat Office include, but are not limited to:

e Ensuring that timelines are established by all subcommittees, in liaison with the Chair of
the Local organizing Committee

e Ensure that all reports, from sub-committees and the LOC, are submitted to the IRC
Continuing Committee on time. Maintaining regular and clear communication with the
IRC Continuing Committee is essential, and the failure to do may result in the
cancellation of the Congress.

¢ If many of the organizational tasks are allocated to an external Secretariat or professional
conference organizer, it is vitally important that they understand the unique differences
between an IRC and many other scientific conferences, especially with Tours and the
Review of papers. The cost of a conference organizer needs to be considered in
comparison to volunteers from scientific and/or professional organizations.

e The Secretariat will work with the LOC to ensure that delegate questions are answered,
delegate requests are fulfilled, registration confirmations are sent out, local arrangements
are made to handle the needs of delegates and that host desks are set up and maintained at
the host country international airports into which delegates will be arriving, as well as at
local airports in the city of the venue of the congress. Special visa lines to ensure fast
processing of delegates may be considered appropriate by local customs officials.
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When a delegate registers for the Congress the people in charge of registration should
immediately confirm the registration with the delegate, including the choice of tours.
The tour leaders also need to be notified immediately that this person is signed up for a
specific tour.

Tour logistics may be a component of the Secretariat tasks, especially in terms of responding to
Delegate questions. Delegates will need sufficient detail to enable them to choose between tour
options; they will expect responses WITHIN ONE BUSINESS DAY.

Congress Management Plan/Timelines

The Local Organizing Committee and Secretariat must very carefully read the
constitution of the IRC, as well as these Planning guidelines, and abide by the rules set
forth in the Constitution for the conduct of the congress. Attention is particularly drawn
to clauses 3, 5 and 6 in the Constitution.

The Local Organizing Committee will establish timelines, either in the bid or immediately
after the bid has been accepted. Many of these occur in the bid acceptance letter or later in
this document. It will be the duty of the Secretariat and the Co-Chairs to ensure that they
are met.

Virtual Congress planning

The decision to have a hybrid or all-virtual congress should be made at least 12 months
prior to the Congress.

The organizing committee should ensure that all facilities required to support a virtual
platform are put in place from the start of planning.

Organizers of every congress need to consider how to incorporate an online option that
encourages attending in-person, while building opportunities for online delegates. A
hybrid congress (both in-person and virtual) can enable wider participation, even without
the restrictions of movement of people.

Change from an in-person to a virtual Congress will affect the registration of
Delegates, as many will want to visit the host country of the Congress and participate in
the tours.

To host a virtual Congress, in-country capacity should be supported and strengthened.

It is important with a virtual Congress, to have the organizers manage the virtual
component from a central point, with robust internet connectivity and ICT facilities
(compatible screens, address system, computer software etc.)

On-line options need to be budgeted for accordingly, including exploring options for full
hybrid, partial hybrid, some sessions only, the cost of the virtual platform, the cost of
professional on-site AV teams, the potential for companies in the host nation vs the
standards of international options.

Any on-line options need to be checked for performance and weighed up against the IT
and internet capabilities of the host nation as well as delegate locations.
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Website Design and Update

A host congress website will be established within the IRC website immediately after the
bid is accepted and as the First Announcement is ready for distribution. The link to the IRC
web-site is important and needs to be established before the development of the in-country
web-site.
This website will be hosted on the IRC website https://rangelandcongress.org/ to integrate
promotion, mailing lists and publications. The IRC website is maintained by the IRC
website editor and the congress website is maintained by the LOC website editor. A
website editor will be appointed by the LOC to design and maintain the host nation’s
congress web site within the IRC website. This is one of the most important positions in
organizing a congress. The web site needs to be established as soon as the location and
dates for the congress are identified.
The LOC website editor will liaise with the IRC website editor to ensure each congress
website is correctly hosted on the IRC website. All details of the congress will be posted on
the host nation’s website during the four-years leading up to the congress (this enables
international visitors to plan, and get appropriate permissions to travel)
The LOC website editor needs to include a tracking system to monitor visits to the
congress web site (this is needed to plan additional advertising if necessary)
The First Announcement, and all subsequent Announcements, will be posted on the
Congress website The web site will be the sole location for up-to-date congress information
and the principal mechanism to advertise the congress and to relay information to potential
delegates.
The congress website will host, or include links to, registration, delegate payments, abstract
submission, visa, accommodation and transport options, and other essential information
deemed necessary to successfully attract delegates to attend in person.
Translations of initial advertisements for distribution to non-English speaking countries
should be considered.
The congress website will also provide access to the virtual congress platform, if used.
The LOC is responsible for developing an online editorial process for receiving and
reviewing submitted and invited abstracts and papers, which includes:
sending acknowledgements of receipt to authors
the review of abstracts and papers
distributing abstracts and papers to reviewers and returning reviews to authors
a right of answer for authors to clarify, accept or reject reviews
storing approved abstracts and invited papers for distribution at the congress
and for publication of congress proceedings

o linkages with the congress payment system to ensure all authors are paid

delegates (including sponsored or supported delegates).

Special attention needs to address the issue of delegates in countries such as China,
Mongolia, Uzbekistan and Argentina who may not have access to the Congress web site
due to country restrictions. Email may be the only method that delegates in these countries
receive updates, and links to the website should not be relied on. It is possible that a sperate
system will be needed to receive abstracts and invited papers from these countries. This
might be done directly by email. Determining which countries these are and a process
needs to be developed at least two years in advance of the congress.

O O O O O
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Congress Mailing List

e The IRC has developed a very large master list of email addresses of potential delegates
from around the world that can be contacted from time to time to direct them to new
information posted on the website.

e This master email list should include all potential delegates i.e. government rangeland
and grassland extension agencies, grassland and rangeland producer organizations,
ranchers, pastoralists and grassland farmers.

e The LOC will provide the IRC website editor with additional names to add to the
distribution list and not create separate mailing lists. The mechanism for this should
adhere to global and host nation privacy standards and laws.

e The First Announcement, and all subsequent Announcements, will be emailed using the
IRC mailing list. This will be the principal mechanism to advertise the congress and to
relay information to potential delegates.

e Hard copy mailings are discouraged due to cost and lack of assurance that the mail
systems around the world will deliver these materials in a timely manner.

e The IRC will up-date the IRC master email mailing list after each mass mailing.

e Announcement emails should request people to express an interest as a delegate, sponsor
and/or supporter of the congress. This is essential to estimate potential delegates for
budgeting purposes. However, all subsequent mailings should go to the master IRC
mailing list, not just to the “show of interest” list.

¢ Announcements will be developed by members of the LOC but the IRC web editor will
send out all notices advertising the congress.

e Special attention needs to address the issue of delegates in countries such as China,
Mongolia, Uzbekistan and Argentina who may have email restrictions from the master
list. A direct email system will most likely be needed to contact potential delegates in
these countries. It will be necessary to work with contacts in these countries to develop a
large communication network of potential delegates within the country e.g. through
regional IRC CC members. In addition, the receipt of abstracts and invited papers from
these countries may rely on email. Determining which countries these are and a process
needs to be developed at least two years in advance of the congress.

e Translations of initial announcements for distribution to non-English speaking countries
should be considered.

Virtual Congress platform
As mentioned above under “Virtual Congress Planning” organizers are strongly encouraged to
develop a Virtual Congress platform. This decision needs to be made, and the virtual platform

must be established no later than two years prior to the Congress. Below are some additional
guidelines if a virtual component is included.
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Employing good and effective local ICT platformsand professional website co-hosting is
key to full control and management of the event.

It is essential to have a stable and robust platform that is managed by people experienced
in the platform’s capabilities.

Presenters/ authors of papers must be provided with detailed support so that they are well
prepared to deliver professional live and recorded presentations. ALL presenters should
pre-record their presentations, which can be used as backup in case of inevitable
technical glitches which prevent live presentation on the day. Recorded presentations are
also needed for any Virtual component. Most people are not well practiced for on-line
presentations, and many aspects are new and often not considered e.g. ensuring lighting
IS correct, backgrounds are not cluttered and presenters do not wear finely striped shirts
(all busy patterns should be avoided).

Technical support is needed for all sessions to ensure the smooth running of presentations
on the virtual platform.

Presenters will require advice and training before the congress to ensure high quality
presentations are achieved. This can be achieved through written materials, web-based
training and some live training sessions should be provided. All presenters need to have
their internet connection and computer setup (webcam, microphone etc) checked before
delivering a live presentation.

It is essential to strictly adhere to session schedules for virtual delegates to be able to
attend presentations at the advertised times. This is very important if there is a virtual
component.

It is essential to build in breaks and on-line activities that accommodate both on-line and
in-person delegates. Different time zones and the location of most delegates needs to be
considered when planning the virtual component.

The LOC should consider the additional functionality that a virtual platform can include
e.g. incentives for delegates to visit all on-line booths and posters; live polling is an
excellent way of maintaining on-line audience engagement during presentations.

The LOC should keep up-to-date with quickly changing technologies and trends in
delivering a virtual congress. However, it is important not make significant changes e.g.
the delivery platform should be decided no later than two years from the congress date,
and should not be changed.

Registration Process

It is essential that registration is available online to delegates and that this integrates with
the abstract process and in-person congress registration. The Registration process needs
to be ready before the call for Abstracts. It is highly recommended that the LOC obtain
the services of a professional management company that can do “online” computer
registration services locally. If the LOC chooses to obtain and manage such a software
program it is recommended that the LOC select a person that is already a skilled user, or
can be quickly trained to be a skilled user of the program. The software package used will
manage all aspects of congress record keeping to include paper
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submissions/review/acceptance, delegate support, all aspects of registration including
tours, etc.

e The registration process will require a dual system. An effective & secure local
international banking system needs to be linked to the system which can [1] process
credit cards and [2] accept and transfer funds internationally. Some countries have
limitations to what systems can be used. The registration system will also need to be able
to handle invoices for paying registration fees.

e Be aware that the user fee for credit cards will be costly to the local organizing
committee and this user cost will need to be incorporated into the registration cost.

e On line credit card fraud can be an issue. It has been noted that unscrupulous people can
fictitiously register for a conference and immediately cancel their registration and request
arefund. The refund is then automatically sent before the original invoice has been paid.
This is caused by a time laps in processing the original payment. There are online
computer payment companies that can be used to prevent this happening.

Registration Form

e Itis recommended that each delegate book their own accommodation. The congress
website should provide a list of recommended hotels or university dorms, where rooms
have been reserved and discounts arranged. In some cases, where the delegate from a
developing country is unable to directly book their hotel the congress secretariat could
provide assistance.

e Delegate should be asked to indicate the next of kin on their registration form in case of
an emergency.

e The delegates should indicate the airline, flight number and arrival time on their

registration form (so pick-up transport can be arranged, especially for high volume arrival
times).

e Special food needs should be requested on the registration form (by checking the
appropriate box indicating the special food needs).

e Opportunity to indicate choice of mid congress tours and booking the congress banquet
tickets must be included on the form.

e Early registration and payment should have a deadline different from late registration.
Early registration/payment could be 12 months before the congress with late
registration/payment 6 weeks before the congress. All delegates have to pay their
registration fee in order to have their paper or abstract included in the proceedings. This
needs to be completed by the early or the normal registration deadline (but never the late
deadline), in order to allow time to do the final edit of the proceedings. This will be
extremely difficult to manage if a large proportion of delegates will not pay until the very
last minute; as you will not know who will be presenting and cannot prepare the program,
which people will want at least 6 months before the Congress.

It is not recommended to publicize a one-day registration fee. This one-day fee could be done on
request. In past congresses international delegates thought that they could cut their cost by
registering for one day. All delegates should be required to pay the full registration.

Revised 1 August 2023 Page | 13


https://rangelandcongress.org/future-congresses/congress-planning-guidelines/

International Rangeland Congress Planning guidelines

Timelines

These timelines have been developed in response to problems that have arisen at previous
Congresses; especially around the expectations and needs of delegates to choose which
international conferences to attend. Many organizations and country also have strict
requirements about travel, which can take more than 12 months to complete.

Timelines consider the interactions between tasks. Some tasks have very early deadlines. It is
usually not obvious to various sub-committees how their tasks impact on the ability of other sub-
committees to complete their tasks. This can become even more complicated with the
introduction of hybrid or virtual components.

Four Years Before the Congress (First Announcement):

Immediately following the previous congress, where the bid to host has been accepted,
the first announcement will be emailed to the mass email list of potential delegates. This
initial email will simply provide the location and dates for the Congress. A request should
be made for delegates interested in future email information on the up-coming congress
to reply. This will assist in predicting attendance but is not to be used as a separate
mailing list.

Preliminary reservations of conference venues and hotels should be made.

Congress Co-chairs should be chosen who will facilitate establishment of a website for
the Congress and a person should be chosen to manage the website.

All website visits should to be tracked as to number of hits by country and pages on web
site visited. Use Google Analytics (analytics.google.com/) or similar to accomplish website
visit tracking. Having these metrics will help determine the amount of interest in
attending the congress.

Extensive advertising in addition to the master email list will be required. News items
outlining the congress will need to be sent to all major international scientific
organizations that are involved with grazing, grassland, rangeland, wild land
management, restoration, remote sensing, ecology etc. These news items should be
distributed to their membership and posted in their newsletters and web sites. It is useful
to develop MOUs with these organizations, which could include free booth space for
them at the congress and/or reciprocal meeting advertising.

Forty-two Months Before the Congress

Identify chairs and Co-chairs for each committee
Committee co-chairs add members to their committees
Prepare work plans for each committee

Develop draft Program

Establish a Congress logo

Finalize venue and hotel bookings
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Engage a company to handle registration, and identify and establish a secretariat
Revise the budget

Organize system to approach potential sponsors & start to get to know key people in
organizations to scope out likely opportunities

Thirty Months Before the Congress (Second Announcement)

The second announcement is sent to the IRC master email mailing list plus other
interested parties. The LOC needs to advise the IRC web-master of additional email
addresses, both individuals and organizations. The second announcement will contain
information on the congress program, including subject areas, and a few details on
anticipated tours.

Again, a request for expression of interest in attending the congress by sending a return
email is important. This expression of interest will be useful in establishing a budget for
the Congress.

Include general information on congress city and conference facilities with links to
websites for more detailed information.

Schedule of when call for papers and registration etc. will be available.

Post detailed information on sponsorship on the website, inviting sponsors for the

Congress. Sponsorship committee should be contacting potential sponsors (as previously
identified).

Include information on how to obtain a visa and which countries are affected.

Twenty-four Months Before the Congress

Develop space use plan for Convention Centre two years before congress.
Sign audio-visual contract two years before congress.

Appoint a production company or organizer for the Virtual component of the Congress (if
any online component is agreed on; and depending on the size of the Virtual
component)Prepare brochure for potential Exhibitors. Place on web site with:

o description of area
o size of booth
o what is included in booth, both for commercial and information booths

o range in prices for on-shore and off-shore exhibitors; for in-person and online
exhibitors

o organize to provide boards for display to avoid need for exhibitors to ship display
boards/panels

o indicate how exhibiting materials can be shipped to the congress convention
center.
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Eighteen Months Before the Congress (Third Announcement)

Call for papers. This will include instructions to author and submission deadlines, and a
list of specific program sessions. The deadline for papers submission should be 6 months
before the congress. If necessary, this could be extended to four or five months before
congress, keeping in mind that there has to be sufficient time for the review process.

Provide detailed descriptions of pre- and mid-congress tours.

Provide information on the accompanying persons program, if having one.

Provide detailed information on the accommodations available for the congress.

Clearly show cutoff date for hotel rooms/rates in Third Announcement and on web page.
Include information on how to obtain a visa and which countries are affected.

Announce the application and selection details for delegate sponsorship. Deadlines for
delegate sponsorship applications should be 6 months before the congress. This should
allow sufficient time for sponsored delegates to obtain visas.

Provide information on pre-congress workshops, if known.
Detailed information on registration procedures and costs

Provide information about security in the country if thisis likely to cause any concern for
delegates, both on the web-site and a link to this in the Third Announcement.

Eighteen Months Before the Congress (general activities)

The final budget needs to be set 18 months before the congress in order that the delegate
registration fee can be posted on the congress web site at that time.

The Finance Committee will inform the Program Committee and the Delegate Support
Sub-committee of the total figure of funds available for Keynote/ Invited Speakers and
Delegate Support.

Invitations to all keynote and plenary speakers should be completed by the Program
committee (make every effort to encourage speakers to obtain their own support for
travel and associated congress expenses. If speakers are not able to provide their own
support they will then be considered for sponsorship.

Based upon number of Keynote/Invited Speakers and the categories of support as
determined by the Program Committee, the Program Committee will prepare a list of
recipients of these funds and the amount offered to each.

The Program committee will inform each of these speakers of the decision for
sponsorship and, after agreement from the speakers, will turn the list over to the Chair of
the Delegate Support subcommittee and Finance Chair at least 12 months before the
Congress. As there are 2 stages of review for Delegate Support, the Finance Committee
needs to continue to liaise with the Delegate Support subcommittee.

The Program Committee needs to remind all speakers of the visa acquisition process.
Delegate Support Application must be on website 18 months before the congress.
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e The Delegate Support Application Form (or process) must be on the website as soon as
the review/acceptance process of volunteer papers begins to allow accepted paper authors
to apply for support. A decision on who will get support for their Registration needs to be
provided ASAP, as all delegates are asked to pay their Registration BEFORE their papers
are accepted. Deadline to apply for Delegate Support is 6 months before the Congress.

e A committee needs to be appointed to assess delegate support applications and advise
delegates of the success or otherwise of their application, as well as the extent of support
which will be provided. Consideration needs to be given to what happens if the Congress
needs to be all-virtual.

e Paper submission will be open at least 18 months before congress, and close 6 months
before congress. Submission dates should not be extended more than once; and
submissions should not be accepted after the closing date/time.

Twelve Months Before the Congress (Fourth Announcement)
¢ Reminder for papers submissions and delegate support applications with final deadlines.

e Publish biographies of plenary speakers and titles of presentations on the web-site.

e Volunteer papers must be reviewed and acceptance or rejection made to authors at least
six months before congress date. Some delegates will require 12 months’ notice of
acceptance in order to get permission to attend the congress. Identify which countries
need longer in the early planning for paper submissions and make sure delegates from
these countries are advised ASAP.

e Encourage people to book for Tours early, and ensure Publicity Committee promotes
Tours as soon as information is available (as cancellations & adjustments need to be
made 6 months prior to the Congress).

Six Months before the Congress
e Delegates selected for supportare informed and requested to submit an acceptance of the
sponsorship funds. As stated above, some delegates will require 12 months’ advance
notice in order to obtain permission to attend.

e A decision to be made on whether to extend the paper submission deadline by an
additional month or two months, and if so, inform potential delegates.

e Remind delegates that they have to pay their full registration in order to have their paper
accepted, presented at the congress and published in the proceedings six weeks before the
congress. In this email, note that delegates who have been given support for their
Registration do not need to pay; and delegates who have applied for support should wait
until they are advised of the result of their application. Make sure the web-site
registration system allows for delegates to indicate if support has been requested or
granted.

e Decide on whether pre-congress tours have been well enough subscribed to take place
and inform those who registered for them.
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e The deadline for delegate support application should be 6 months before the congress.
The decision on support should be sent to the delegates as soon as possible in order to
provide enough time to get the necessary travel documentations.

e Congress Secretariat will be receiving delegate applications. Congress Secretariat will
send all applications immediately upon receipt to the Chair of the Delegate Support
subcommittee.

e Delegate Support selection process must be completed 6 months before the congress.
Emails outlining the outcome of the Delegate Support process should be sent early to
those who need this; and again, as soon as application close at 6 months before the
Congress. These emails should also remind successful delegates of visa acquisition
process.

e Ifan Invitation Letter is needed to secure visas, automatically send to delegates when
they register and/or when their paper is accepted.

Five Months before the Congress
e Reviewers need to returnall papers 5 months before the congress dates. The publications
committee needs to decide on this completion date. (This allows time for a preliminary
Program to be prepared and published on the web-site).

Two Months before the Congress (Fifth Announcement)
e The finalized program is available with all poster and oral presenters indicating times and
locations of presentations.

¢ Include instructions on transport from the airport to hotels and convention centre.
¢ Indicate location and hours for registration desk.
e Highlight workshops

e The deadline for submission of virtual exhibitions should be done at least two months
before the Congress dates to allow for uploading and training of the exhibitors on using
the virtual platform.

One Month before the Congress
e Repeat the two-month information

One week before the Congress
e Send out email including additional reminders about the venue, registration, opening
ceremonies, etc.

During the congress
e Itisrecommended that the registration desk open Saturday morning to accommodate
workshop participants and remain open during conference hours of the entire congress.

e Hold sponsored workshops on the Saturday and Sunday before the congress opening.
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Hold a welcome function (e.g. stand up drinks and finger food) on the Sunday evening
i.e. the night before the congress sessions start — time this with the arrival of pre-congress
tours. Music and dances from the host nation’s rangeland people could be included.

The IRC Business Meeting is held on the Monday (one hour) and Friday (two hours)
mornings. There should be no other planned activities at this time.

Open the first day (Monday) of the congress with a welcome address from a dignitary
and consider short performances of music, dance etc. from the host nation’s rangeland
people.

Sessions occur Monday after the opening IRC Business Meeting and the plenary session,
and all-day Tuesday, Thursday, and on Friday morning.

Hold social nights (preferably) on the first and second full day of the congress with an
appropriate theme.

The mid congress tours are held on the entire day Wednesday. It is difficult to plan when
these Tours will return, and no other sessions or events should be planned that day.

The concluding or summary sessions and congress closing is late Friday afternoon.

The congress banquet is held on the Thursday or Friday evening. Note that some
delegates start leaving for home on Friday afternoon/evening. A Friday evening banquet
may encourage them to stay through Friday.

Consider including rangeland art shows and performances throughout the congress.

Allow delegates two evenings free from planned activities.

Daily throughout Congress

Provide a daily email update to attending delegates so that they are aware of any changes
to the program as well as making them aware of what is happening for the day ahead.
Make this also available in electronically and/or hardcopy on the Information Bulletin
Board.

One Month Post-Congress

Send out email to delegates thanking them for attending the Congress and provide a link
to the posted Proceedings and possibly the presenter slides. Remind them of the next
location for the Congress.

If a post congress survey is not done on the last day of the congress do one immediately
following the congress.

Send out thank you letters with complete report to sponsors.
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LOCAL ARRANGEMENTS COMMITTEE

The local arrangements subcommittee is responsible for ensuring local logistics
including:

Choosing and contracting the congress venue, including meeting the needs for audio-
visual, workshop, meeting and poster display space etc

Securing suitable accommodation at a range of prices and quality
Local transport

Catering (meals, welcome function, banquet, hospitality area)
Accompanying Partner program

On-site speaker support (including receiving Speaker Presentation Power Points)
Information Market Place and Trade Show

Social Activities

Special Meetings/Group Needs

Workshops Needs

Visa Needs/Processing

Accident and Liability Insurance

Registration Desk and Congress Bags

Organize appointment of Production Company for any online component; and ensure
close collaboration id the in-person AV organization is a separate person/company.

Hotel and Conference Center Contracts

Site inspection checklists and hotel contracts are included in Appendices A, B and C.

Need contracts for the Convention Center signed no later than at least 3.5 years before
the Congress starts

Need hotels of different cost levels to accommodate students and other low-income
delegates. This could include University residence. It is extremely important not to
guarantee filling all the blocked hotel rooms. If there are no-shows, then the congress
might have to pay the hotel for unused rooms. Most delegates will check the internet for
best prices on hotel rooms. Need to make sure that hotel web site prices match the
convention contract rates.

Initiate contracts, Memorandum of Agreement or similar agreements for all hotels that
agree to hold blocks of rooms and offer special rates for Delegates, 3.5 years before the
Congress. This needs to be finalized & published on the website before the Second
Announcement, which is 2 years and 8 months prior to the Congress start.

Clearly show cutoff date for hotel rooms/rates in Third Announcement and on web page.
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e Develop space use plan for Convention Centre two years before congress, including
Posters; and Exhibition space for Sponsors and other organizations (including any online
component).
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Meeting Space Needs

For a successful congress there needs to be one large room to accommodate all delegates for the
opening, plenary and closing sessions. In addition, there needs to be at least (5) break out rooms
for the simultaneous sessions.

A person/people from a Local Arrangements Committee, Secretariat and/or appointed AV
specialistsare needed to be responsible for the room, the management of lighting system during
presentations and audio visual and sound system.

Each meeting room must meet the following requirements:
e Location for easy movement between sessions
e Soundproof partitions to prevent distracting noise
e Adequate ventilation for the room capacity
e First-class PA system with a crew to keep it in perfect operation
e Light control panel and tie-in for A/V equipment
e Floor to Ceiling projection screen
e Raised speaker podium — at least for larger rooms — with lighted lectern
e Entry door(s) near back of room as far as possible from the speaker
e Adequate seating capacity i.e. 150 to 200 seats in each breakout room
e Floor microphones in the largest rooms and table microphones for panel groups
e Room named for easy identification and name of session

e Emergency response plans in place e.g. for Security, Covid-safe practices, Fire
Management plans

For any Virtual component, the “venue” for the virtual congress should allow for the
management of concurrent sessions from different rooms. Chairs (and back-up Chairs) need to
be trained and appointed by the organizing committees for effective management of the
concurrent sessions. Back-up Chairs need to be nominated, as experience shows that Chairs
frequently have technology issues and cannot get online — one backup Chair for all sessions is
very difficult. An on-line option should consider having participating ‘hubs’ in other locations
where delegates can be located together to watch, interact and view the presentations together.
While this is very effective in supporting some face-to-face interaction, it does require more
organisation.

On-line options should plan for delegate participation beyond just watching presentation on-line.
Some suggestions include survey tools, virtual booths, on-line panel sessions, student attendance
and learning opportunities, ECP attendance and learning opportunities etc.
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Meeting Room Signs and Direction

Signboards will be placed by the door of each meeting room to show the session
underway (and papers being presented, with time allocations). Timing is critical if
coordinating with any online sessions.

Proper direction of congress attendees to the various meeting rooms also will be essential
when all sessions are being conducted on a strict time schedule. Room layout diagrams
posted on pedestals in the hallways and in the Congress handbook will be required.

The best directions can be given personally by members of the Host Committee who
should be identified with conspicuous ribbons or conference organizing committee
clothing.

For Virtual Congresses, a Help Desk with a person online during all sessions is
necessary. A short training video may help all online delegates to navigate the site.

Poster Session Needs

An adequate room is needed so that the posters can be displayed without crowding.
Ideally, 10 feet or 3 meters between rows is needed. Committee needs to decide how
many posters per board and if they are horizontal or vertical posters before the official
call for posters. Delegates need to be advised prior to the conference on the physical
method of attaching their posters to the poster boards.

All poster boards need to be numbered in the top right-hand corner. These numbers will
refer to the poster numbers in the program hand book. The main author’s picture should
be on the top left corner of the poster.

A committee person needs to be in charge when delegates are putting up the posters to
provide assistance with extra poster attaching supplies.

Session numbers or topic descriptions of different poster areas need to be identified for
easy viewing.

If poster sessions are at the end of the oral afternoon sessions, providing a refreshment
bar (user pay), will increase participation at the poster sessions

The poster area and the Information Market Place and Trade Show should be adjacent to
each other. This will increase exposure to the exhibitors.

Online poster sessions open to all could be considered, maybe in conjunction with the in-
person session. The opportunity to interact with poster presenters is important.

Audio/Visual

If there is a virtual component, these tasks need to be linked to the online production
company, probably even the same company.

Contract signed two years before congress.

Ensure that projection screens are elevated high enough for people at the back to see.
Thus, the need for large floor to ceiling projection screens.

If necessary depending upon the country, include simultaneous translationequipment and
head sets. This comes at a high cost.
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Each session room will require a person to operate the audio-visual equipment and room
lighting.

Submitting Speaker Presentations Power Point

All presentations should be submitted electronically via a cloud platform.

A due date determined by the online production company, at least 4 weeks before the
Congress.

Chairs for sessions should be able to view the presentations for their session in the week
before the actual session begins. Time and technical support need to be factored in for
poor quality presentations that may need to be re-done.

Provide a room with a computer for speakers to fine tune their presentations.

There needs to be a room where all the speakers can meet their chairpersons of their
respective sessions. The locationand time should be given to the speakers and the session
chairpersons when they register. The details of how the sessions will operate will be
given at that time.

If online presenters are allowed, these people should be present electronically, via Zoom
or similar. A platform that people in all countries can access needs to be considered.

All speakers need to meet (in person or virtually) the session chair 30 minutes before the
start of the session.

Local Transportation

It is recommended that there be an information booth at the airport to greet the congress
delegates before the conference begins.

There should be congress signage directing the delegates to the booth. It is recommended
that transportation be provided to take the delegates to their hotels. The cost of this
transportation could be a joint effort between the hotels and the city tourism department.
Different sizes of busses or large passenger vans could be used.

If independent taxis are used, designated signage to the various hotels would assist
people joining up to share the taxi fare.

Delegates staying at University dorms or other cheap accommodation may need to use
the local bus system to get to the conference center. If so, the LOC should arrange for bus
passes, bus schedules and route maps to the delegates staying in University residences.
This could be done through the city’s tourism department or Secretariat.

Information Market Place and Trade Show

Combine commercial and information exhibits in one location. One option is to have an
organization representing local artists be invited to sell local art and craft to the delegates
as souvenirs.

If the conference has the middle day as a tour day (Wed) there could be the opportunity
to have two separate exhibitor groups. One group could be on location for the first two
days of the congress and the other group could be there for the last two days of the
congress. One of the major expenses in having exhibitors at an Information Market
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Place/Trade show is personnel expenses and accommodation. With two 2 day shows this
would cut down their expenses and allow for more exhibitors to participate. It also gives
a fresh look to the congress.

e The physical location of the Information Market Place/Trade Show Area is important. It
should be in short proximity to the flow of traffic during the congress and adjacent to the
poster presentation and refreshment area. It should be readily accessible to the congress
participants for maximum exposure. Food courts, snack bars and coffee/tea breaks
facilities in the Information Market Place /Trade Show Area tend to attract more
participants to this area.

e There is a need for casual seating in the area for people to network.
e Consideration needs to be given to add virtual exhibit screens to the in-person area.

e If the Congress is all virtual, an area for commercial and information exhibits may be
better in different online locations.

Meals
e Breakfasts at hotels. The Local Organizing Committee should negotiate with the hotels
to provide a buffet style continental breakfast (cereal, hard boiled eggs, toast, juice,
coffee, tea, milk) that the delegates can quickly serve themselves. At past congresses
slow service at breakfast has caused major problems.

e Lunches at Convention Center in Trade and Information Show area. The facilities for
providing quick meal service are essential and are of prime importance. We need to have
all delegates through the food lines in 20 minutes!! Food courts, buffet or snack bars for
breakfast and lunches adequately staffed, are the best means for handling congress
attendees. A choice of items is better than a flat cost for the meal.

e Delegates could have the choice when submitting their registration form to purchase
noon lunch tickets separate from the registration cost. Otherwise lunches could be
included in the registration cost. It will be necessary to print “Lunches included” on the
registration receipt to prevent delegates from double charging their employer. Including
lunch as a cost to the overall registration might be the simplest way of having all
delegates fed in time for the opening afternoon sessions. The lunch tickets are required
and should be collected upon entering the room designated for lunches. A committee
person will be required to collect the tickets for each luncheon.

e Itis essential to accommodate special dietary needs based on health, religious and ethnic
needs. Their names must be placed on these lunches or on a list to prevent other non-diet
people from taking them.

e Evening meals: At least two nights free for delegates to dine on their own.

e Evening socials: There should be some evening socials so delegates can meet each other
and network. These events could be a pay as you go event.

Congress Banquet/dinner
e The Congress dinner should be on the Friday of the congress. Delegates would purchase
tickets on registration form.
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e Feature the culture of the region in the after-dinner program.
e Diner activities could include special awards.

¢ An online component for Awards is recommended to allow pastoralists in remote regions
to participate; maybe at the banquet.
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Hospitality Area

One large area, with a sitting area within the Information Market Place/Trade Show,
should be available for continuous use each day of the congress, morning and evening.

An Information Desk should be located where it is readily accessible to all congress
attendees. A Bulletin Board will be a main part of the Information Center. It will serve
for exchange of information among delegates. All adjustments in the printed program
will be posted, such as changes in meeting rooms, replaced speakers, etc. The
Information Desk should be operated from early morning until evening every day of the
congress. All tourism information should be on hand, including maps, commercial tour
brochures, and bus schedules. Large-scale maps can be posted to show the location of
the hotel in relation to major points of interest. Local volunteers will be required to staff
the information booth.

A very effective aid to visitors has been the preparation of written instructions on how to
go, by auto or by public transportation, from the headquarters facility to the major points
of interest, including shopping areas, restaurants, hospital, and tourism sites.

A separate sheet is prepared for each major tourism point of interest, showing how to
combine hotel courtesy transportation with public busses where appropriate. Such
written instructions probably will be clearer and more accurate than verbal instructions
given at the desk, and they show a real effort made to help the congress guests.

A separate sheet should be prepared to list different types of restaurants, and bars, their
menu type and their price range and location. This should be included in the registration
packet.

A separate sheet should list local pharmacies, medical walk in clinics, hospital and walk
in dentist etc. This should also be included in the registration packet.

A detailed map of the city relevant to the congress convention center should be included
in the registration packet.

The city’s tourism department can help supply this information.

For Virtual Congress components, rooms where people can meet virtually need to be
available. Encourage people to use these, perhaps by organizing a few key groups to hold
informal chats in this space and advertise these on the first day of the Congress and other
days.
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Coffee/Tea Breaks or Nutrition Breaks

Locate in Information Market Place Show area.
Do not schedule Poster Session viewing during Coffee/Tea breaks
It is advisable to have an assortment of drinks for non-coffee/tea drinkers

Accompanying Partner Program

For in-person events, there should be some activities to attract accompanying persons to
attend the congress. Some accompanying partners will be part of the pre and post
congress tours. Accompany partner activities are not necessary for virtual components.

Accompanying partners should be invited to attend the opening ceremonies and opening
reception (included in the Accompanying Person package cost).

A get acquainted session should be organized on the first day perhaps after the opening
ceremonies. A local committee person needs to host this event. Refreshments could be
served as means of introducing each other.

Representatives from the local tourism department should make a verbal presentation on
possible thingsto do in the city with costs and transportation possibilities. These are local
tours/activities of less than one day’s duration. The local host and the tourism staff will
help the groups get organized for the activities that they are interested in for the duration
of the week. The host would assist in arranging for transportation i.e. taxis, etc. The
potential booking of passenger taxi vans would need to be done in advance.

Cost of tours or activities and transportation must pay for all expenses.

Do not duplicate mid-congress tours as the accompanying delegates should be invited to
book and be part of these tours.

There would be an accompanying persons registration fee that would cover the costs of
the reception, opening ceremonies, the social get together and the mid congress tours.
The purchase of conference lunch tickets could be an option.

Social Activities

It is recommended that the congress hold a stand up catered reception with finger food
and pay bar on the evening before the congress begins i.e. Sunday night. This is a means
of getting people to meet and greet each other. Some simple short musical entertainment
would be of benefit.

Allow delegates two evenings free from planned activities, the same two evenings as no
meal functions planned.

The social nights with an appropriate name could be held preferably on the first and
second full day of the congress. This is another way of people getting to meet each other.
This could be an evening event at a local bar or pub or other facility that is within
walking distance from the hotels or is relatively easy to transport the delegates to the
venue.
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e It is suggested that the local organizing committee negotiate with the bar management or
other suitable venue to basically take over the bar with the delegates for the evening. It
would be a pay as you go event.

e There could be a special drink price for the evening.

e The bar management could provide some music for a portion of the evening and to allow
conversation the remainder of the time.

e There could be some contests with prizes/ draws. There could also be an auction of
articles with proceeds going to the congress or a designated charity.

e Food could be available and this could be as a cover charge or pay as you go or the bar
could supply the food.

e Some social activity should be considered for the online delegates, to facilitate
networking. Some facilitation and/or a MC should be considered.

Special Meetings/Group Needs
e To accommodate special groups, organizations or special meeting needs a call for space
request should be in Second and subsequent Announcements.

Workshops Needs
e Workshops are traditionally held on the Saturday and Sunday before the congress
opening on Monday.

e Workshops are the only activities planned for the Saturday and Sunday daytime and are
reserved for Sponsoring organizations who have contributed substantial funding.

e As part of the sponsorship activity some organizations might host a workshop, either in-
person and/or online.

e The congress would provide the room and audio-visual equipment and an operator. The
sponsoring organization would be responsible for everything involved in the workshop.
Coffee/tea/nutrition is the responsibility of the sponsoring organization.

Visa Needs/Processing

e Include information in Second and Third Announcement on how to obtain a visa and
which countries are affected. Also place this information on the web page. If there are
VISA services companies that assist in obtaining visas this information should also be
posted on the web site.

e If an Invitation Letter is needed by some people to secure visas, the letter could be
automatically send to delegates when they register and/or when their paper is accepted.

Accident and Liability Insurance

e There isa need for the Congress Committee Organization to carry adequate accident and
liability insurance.
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Registration Desk and Congress Bags

The local arrangements committee will arrange for voluntary staff to operate the
registration desk during the congress; students from local universities can be a good
option.

It is recommended that the registration desk open at Saturday noon and remain open
during the conference hours of the entire congress. Special assistance will need to be
provided to workshop participants who will be in attendance on Saturday workshops if
they occur that day. An online desk is needed for any virtual component, and an email
help line needs to be available well before the Congress starts.

Prior to the start of the congress a registration package for each delegate must be
prepared. It would include the conference registration form and receipt of payment, all
tour and meal tickets and name badge and the conference proceeding USB memory stick.
The last name followed by first name should be printed at the top on the outside of the
registration package envelope for easy distribution.

An online Registration package should be available with key brochures and information.

Information about the rangelands in the host country should be considered. This does
need to be organized at least 12 months before the Congress, perhaps by enlisting the
help of a local university.

The registration packages to be organized in alphabetical order and grouped together in
groups of relatively equal numbers i.e. last names A,B one group; C,D another group, etc.

There needs to be several lines depending upon numbers for delegates to line up to
receive their registration package; i.e. last names starting with A,B,C,D,E one line etc.
etc. Need relatively equal numbers for each line. The alphabetical letters of names for
the various lines needs to be high above the registration desks for easy visibility.

Need to have a special desk location for onsite registrations. Need printed name badges.

Speakers need to be informed on when and where they will meet their session chair
person. This could be done at a specified time in the speaker preparation room.

It is advisable to have counter height registration desks. A simple way to make these is
to extend the legs of an ordinary long fold up table with a 2 ft (approximate) piece of
ABS pipe over the existing metal table leg. Cloth drapery can be used to cover up the
space below the raised table.

Congress bag and congress program booklet should be arranged as a joint effort of the
fund-raising committee. This could be a sponsored item. The bag with program booklet
could contain pens, writing pads, a list of recommended restaurants with menu style, and
location, the list of pharmacies, hospitals and walk in medical clinics and dentists, local
and regional maps. All the above items could be placed on a table in the registration area
and the delegates could then select the items that they need. This is much simpler that
having pre-stuffed congress bags.

Any virtual component needs a Registration desk, which is easy to see on the Opening
Page of online Congress platform.
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PROGRAM COMMITTEE

The Program subcommittee is responsible for planning, scheduling and delivery of the
program including:

Developing a program theme

Schedule for the Week, including any virtual program

Opening and Closing Ceremonies

Arranging and supporting Keynote/Invited Speakers

Program Timelines

Planning the Session Format, including concurrent and poster sessions, and workshops
Scheduling the IRC Business Meetings

organizing a Rangeland User Forum (if held).

Organize or encourage another organization to host an event or Congress session
specifically for pastoralists, perhaps consider Indigenous pastoralists

Ensure any Awards ceremonies are appropriately scripted, especially the online
component (online recommended for this activity to allow remote pastoralists to attend).

Program Theme

The role of the Congress Theme is to direct the general theme of the plenary papers and
be referred to in the various sessions, especially in the closing papers. It needs to shape
the program in a significant way.

Program and publications sub-committees should work together to avoid overlaps and
enhance the smooth implementation of the congress program.

Schedule for the Week

The program committee should develop sessions that include Ecology, Production/
Management and Social/Policy topics that related to all types of rangelands.

The congress generally opens on Sunday with workshops during the day Sunday and
perhaps Saturday as well, and the opening reception is on Sunday evenings.

Plenary sessions are usually held at least each morning followed by concurrent sessions.

Poster presentations as they relate to the session topics are usually held late each
afternoon with the authors present; often 2 or more sessions to allow for all posters to be
viewed.

The IRC Business Meeting is held on the Monday (one hour) and Friday (two hours)
mornings. No other planned activities at this time. Online participation should be
considered.

The mid congress tours are held on the entire day Wednesday with no other sessions or
events planned that day.

The concluding or summary sessions and congress closing is late Friday afternoon.
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The congress banquet is held on the Friday evening.

Awards Ceremonies

Awards Ceremonies could be at the Banquet dinner (Friday evening).

Recommend running an online component for Awards Ceremonies to allow remote
pastoralists to participate

Coordinate with IRC Continuing Committee and other pastoral organizations, including
those who have run Awards Ceremonies previously

Online Awards ceremonies could be at the dinner.

All online Awards Ceremonies should be carefully scripted and need to have test run in
conjunction with someone from the Program committee and someone from the online
Production Company, to ensure the ceremony is concise and not boring, while
acknowledging the details of the work done by local pastoralists.

Video clips (of no longer than 3 minutes) could be incorporated, but these must be
provided to the Production Company at least 4 weeks prior to the Congress for quality
checking and up-loading. Using internet connections from multiple countries to show
videos is not recommended!

Opening Ceremony

The opening ceremonies should highlight the host country through plenary speakers that
describe (visually) the history, geography, the agriculture and grazing/ livestock/
wildlife/recreational lands, the people, and the economic and demographics of the area.

Opening plenary session could feature rangeland managers from different eco regions of
the host country to present the year- round story of their operation.

A high-profile dignitary representing the country and the region could be invited to
participate. Additional speeches should be kept to a minimum.

For the opening ceremonies a party relating to the people and culture of the host country
might lead the dignitaries to the opening ceremony. Representatives of Government
officials and Indigenous people might be invited for the party.

Consideration should be given to broadcasting at least some parts of this online. Such
video footage could be considered as promotional material for dignitaries to use
elsewhere, and they be able to provide a video crew to support this.

Closing ceremony

There should be a summary paper from each of the major themes (ecology, production
and social/policy) presented at the closing ceremony based on the information presented
at the congress.

Potential summary presentation speakers need to be identified early in the planning
process, at least 6 months prior to the Congress. The summary of the information
presented at the congress is the most important aspect of the congress proceedings. This
information should be sent to delegates via email following the congress.
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e These summary presenters should have access to the invited review papers from each
day’s plenary presentations, concurrent sessions plus other relevant material from poster
sessions prior to the congress in order to prepare the presentation.

e These summary presentations should include conclusions coming from the congress and
some recommendations on the management of the worlds rangelands. This is the most
important function of the congress.

e Closing session could conclude with announcements of international events from all
continents, as well as highlighting the next congress.

International Scientific Speakers Committee
e Establishan International Scientific Speakers Committee to assist with such activities as
identifying keynote/invited speakers, sub-theme co-chairs, co-conveners, paper review
committee, etc. The IRC Continuing Committee could be part of this group and/or
suggest names of individuals to serve on this committee.

Keynote/Invited Speakers
e All papers, including keynote/invited as well as volunteer papers, will be published in
English but could be presented in either English or the local language of the host country,
assuming simultaneous translation of these two languages occurs for all sessions.
Simultaneous translation will be very expensive.

e The online platform must be indicated for receiving all oral and written papers, abstracts
and presentations. The format for recorded presentations needs to be provided, as well as
Guidelines for how to record your own presentation (see Appendix for draft Guidelines)

e |t is suggested that for each sub theme, that one or two internationally known speakers be
asked to present a SCIENTIFIC REVIEW paper on the topic as a Plenary presentation.
The speakers should not highlight their own research. The review paper should be broad
in scope and cover information from various regions of the world. One speaker could
present the information from the northern hemisphere and the other speaker could present
the topic from the southern hemisphere.

e Representation from Northern and Southern hemisphere, developing nations and gender
of invited speakers for the various topic areas needs to be addressed.

Program Timelines
Need to establish deadline dates for the following points:

e Adraft program will be included in the bid. This needs to be revised per suggestions by
the IRC Continuing Committee soon after the bid is accepted.

e The program committee will develop the overall congress program with the various sub
themes for the concurrent sessions. This needs to be done as soon as possible so that the
information can be included in the call for papers. It is suggested that this be completed
two years in advance of the congress so that the first call for papers go out 18 months
before the congress.

e Each theme needs to have international input to find suitable speakers. Perhaps each
theme could have a committee with one local and one international person involved;
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these people need to be briefed on program intent and obligations to sponsors. This
committee could seek recommendations for possible invited theme speakers and
eventually decides on the actual invited speakers.

e The invited speakers committee is advised by the Finance committee on funds available
for invited speakers travel expenses.

e Each theme needs to identify lead speaker(s) and session chair’s (one for in-person
sessions; and 2 for each virtual session, one Chair and one back-up chair for the online
sessions) for each theme plenary presentation and each session and invitations extended.

e Call for Papers will be in the Third and subsequent Announcements. See previous
timelines under Committee Co-Chairs and Secretariat.

e There will be far more oral requested volunteer papers submitted than program space
available. These papers will need to be scrutinized for the most appropriate presentations,
as oral or as posters.

e There also may be gaps in the scope of volunteer papers submitted, and some additional
papers may need to be sought.

e Begin feeding volunteer papers (abstracts) submitted to the publications committee for
review and to appropriate sub-theme co-chairs as soon as they are received.

e Program committee decides on format for individual session including how posters will
be utilized.

e Final confirmation of plenary speakers and invited session speakers follows
recommendations provided by sub-theme committee.

e Final provision of voluntary papers to sub-theme committee and publications review
committee to determine acceptance and session allocation.

e Program committee will decide which abstracts/papers will be oral presentations and
which papers at poster presentations.

e Program committee submits 2 programs. One draft program needs to be up-loaded onto
the website 12-18 months before the Congress. The complete program is developed by
theme co-chairs. This is distributed by email and placed on the web site two months
before the congress. This final program for the congress will include the
authors/presenters names and title of oral presentation or poster and the presentation
location or room number.

e Delegates need to have paid their registration at least 6 weeks before the congress in
order to have their abstract or paper printed in the congress proceedings. See information
about Delegate Support process and emails under the heading “18 months before the
Congress”.
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Support for Keynote Speakers and Procedure for Payment

Total payment to all keynote invited speakers must not exceed the amount in the budget.

Program Committee must negotiate with each keynote speakers (those invited to give the
review papers) the amount that they will require for support.

Some speakers will be able to provide all of their own support, some speakers will need
considerable support. This should have been discussed with each speaker at the time of
inviting them as speakers. The attempt should be to ask the speaker to fund as much of

his/her costs as possible to allow the sponsorship funds to support other needy delegates.

No promises should be made to any speaker until the entire list of speakers is considered
and the total amount requested known.

Once the entire list of speakers is considered and the total expenditure does not exceed
the budget each speaker will be contacted by the Program Committee to agree with each
speaker the amount of support he/she will receive.

Payment to invited speakers will be as follows:

o If Complimentary Registration is promised, the Program Committee informs the
Local Registration Committee of the list of those who have been promised
Complimentary Registration. The Program Committee instructs the invited
speaker to select “Complimentary Registration” on the registration line of the
Registration form when the speaker registers for the Congress. As registrations
are received by the Local Registration Committee the Local Committee checks
those showing “Complimentary” against the list supplied by the Program
Committee. Thus, no cash is delivered to the invited speaker for registration.

o Those to receive support for housing at the Congress will have their hotel bills
paid directly by the Local Committee and thus no cash is delivered to the invited
speaker. Note: No housing support should be provided for invited speakers on
pre- or post-congress tours.

o Those to receive support for travel will be reimbursed, similar to possible
Delegate Support applicants, when the invited speaker arrives at the Congress.
Invited speakers and Delegate support individuals will be asked to purchase their
own economy class tickets up front to be reimbursed at the Congress. In the rare
instance where they are unable to purchase their own tickets the Finance
Committee will be informed and will arrange with that invited speaker. The
invited review paper speakers will be reimbursed for their travel expenses in US
dollars after they have presented their paper at the congress and the written review
paper has been received and accepted by the publications committee prior to the
congress.

Session Format

In terms of format we need to think about how we can get more participation from the
delegates. In most sessions we have the traditional plenary papers with perhaps one or
two offered papers with questions and a general discussion. Another option is to have one
session with a few short papers to introduce the topic and then break up into small groups
to discuss particular aspects and then have a short reporting back session. This could lead
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to more interaction between the delegates and allowed everyone to participate. This, of
course, needs more work by the session conveners but we should encourage more
imagination in the format of sessions.

Have short, focused presentations and allow time for discussion groups. A 15-minute
presentation is usually long enough for the speaker to make the key points. Discussion
groups let the audience be involved. This would allow the number of oral presentations to
be increased.

Special consideration should be given to more papers presented by developing country
scientists. We need thoughts from a greater range of countries and women. We are often
dominated by South Africans, Americans and Australians.

Consideration should be given to activities and sessions that address the needs and
interests of pastoralists and other land managers of the rangelands. Culturally appropriate
activities in a context where local people feel comfortable should be considered, even
away from the Congress venue (on Wednesday, at the Opening ceremony, and the
Banquet dinner can all be considered). Indigenous or Traditional pastoralists need to be
considered, especially those from the host country. Meeting and hearing from local
pastoralists and land managers can be a highlight of Congresses.

Concurrent Sessions

Need a session chairperson for each session to introduce the speakers and monitor
speaker’s time limits. Chairs and back-up Chairs are needed for online sessions, if these
are live, but not if only “play-back” of presentations is provided.

Training of Chairs and Presenters is critical for a successful in-person or virtual congress.

Consideration needs to be given to what components will be provided virtually. Even
with an in-person Congress, will all presenters need to be in-person; or could some
people be allowed to present electronically.

Provision of a backroom for preparations of Chairs and session presenters is very
important, both in-person and online presenters.

Concurrent Sessions would occur Monday after the opening IRC Business Meeting and
the plenary session. Sessions would also occur after Plenary sessions, for most of the day
on Tues, Thurs, and on Friday morning.

The program committee needs to decide if there are volunteer paper submissions of
relevance to the sub theme concurrent sessions and are of value to be included in the sub
session presentations. There would be no financial travel remuneration for these speakers
unless they are considered for delegate support.

There could also be a speaker selected from the volunteer papers selected to present a
more in depth review of the session topic at the start of the session.

Volunteer papers must be reviewed and acceptance or rejection made to authors at least
six months before congress date, or earlier if possible. Some delegates will require 12
months’ notice of acceptance in order to get permission to attend the congress. Having an
early date for a call for papers allows these individuals time to complete the process they
must. Those who do not need or heed the early call for papers still have adequate time to
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submit their paper later. The deadline for submission is the critical date, not the call for
papers. If the deadline set is too early it can always be extended.

e Need careful identification and use of key words to determine congress sessions for
papers, and the use of key words to define the joint sessions.

e Sessions need to be focused on putting together and synthesizing common principles.

e Itis recommended that the concurrent sessions start at 8.00 am and 1.30 pm, leaving 1 %
hours for lunch.

e During the session the Session Chair persons will enforce strict adherence to the timing
of the papers as listed in the printed Program. This is to give delegates the opportunity to
attend specific presentations during the time intervals specified in the Program. Strict
timing is critical for any online component; any recorded presentations must start playing
at the nominated times.

e Each session chair persons should be given the following mandatory rules:

o Each presentation of a paper, along with discussion, must be terminated ahead of
the time period scheduled for the next paper. The five minute and one-minute
warning must be used.

o Presentation of a paper must never be moved ahead of its scheduled time period,
unless advised on the daily up-dates (and then to be avoided if possible).

o The Session Chairperson should have on hand an alternate paper, or a planned
discussion period, to fill any vacated time period resulting from absence of a
scheduled speaker.

e Topics must attract people interested in all areas of rangeland management (native range,
temperate, tropical, polar grass and grazing lands, seeded pastures, intensive grazing,
extensive grazing, wildlife, recreational and social uses of these lands, grazing land
reclamation from oil well, mining, power line, pipe lines, road building past and present
activities, government policy, park/ game park/ wild life, etc. from around the world).

e Topics must attract land managers, policy makers and scientists.
e Topics suggested from previous congresses include but are not limited to:

o use of remote sensing and GIS in the management of grazing lands in various
parts of the world.

o computer applications of decision support systems to aid in grazing land
management.

o new ideas and methods in technology transfer or information transfer/ extension
education for management of grazing lands.

o topics that include intensive grazing management as well as extensive grazing
management.

o topics that include wildlife habitat, grazing management, and wild life/ cattle
grazing interaction and conflict resolution.
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o topics that include the recreational and social use and conflict resolution of
grazing lands around the world. Nomadic Maasai in Kenya vs big game
companies and government: paid hunting on ranches in USA makes a very large
portion on the ranch income.

o examples of range land transfer and ownership in all countries.
o wild life management and promotion of habitat.

o topics involving land restoration of abandoned mines, oil wells, power line and
pipeline corridors.

o resources/land tenure and transhumance.

o political decision making on rangelands.

o fire science.

o conservation at the expense of local land "owners”.

o grazing land (range and grass land) education is in transition / decline?

o the link between grazing land science and policy, focusing on how rangeland
science can help in the development of policy with perhaps some examples of
how this has been done successfully, or even examples of where it has not worked
and why.

o include native grass seed issues needed to be considered in the plant breeding
session.

o celebration of grazing land peoples including social issues, indigenous peoples,
minorities.

o success stories.

o conservation areas. How managed, difference in management strategies, from
communal area management. Include "strict” biology known on wildlife species.
Integrate wildlife, livestock, crops and people.

o ecological sustainability with the example of moving people to rehabilitate land.
o integrated forage and grazing systems.
o "ldeas".

= addressing the increasing divergence of commercial livestock production
and biodiversity issues.

= grazing land end-users can be included for sharing their experience on the
landscape.

= key topics like “Political instability and extremism: its impact on
rangeland and grassland management” need to be proactively solicited

= current rangeland issues and innovations are likely to emerge, depending
on the context at the time of the Congress.
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Poster Sessions

Authors invest time and effort into developing their posters and anticipate the opportunity
to engage with delegates on their topics. As such, posters should be an integral aspect of
the congress, and not simply and ‘add-on’.

To maximize poster viewing, an option is to call participants back to the concurrent
session room following review of posters where the session chair would summarize the
posters and the invited speaker’s presentations to the session audience at the conclusion
of the poster viewing.

Value posters more. Have a prize for the best poster(s) and make a big thing of it.
Allow adequate time for poster viewing.

Encourage session chair persons to highlight the key points from the relevant posters at
the summary session.

Report the findings in the conclusion of the sub theme session and in the closing plenary
papers.

Provide specific times for posters in specific sessions with involvement of authors. This
can be incorporated into time allocated for the entire session with keynote speakers, oral
presentations, posters and discussion all included in the allotted time slot.

Require poster authors to be at their posters at specific time periods for discussion.
Do not include poster viewing only during coffee/tea breaks and evening cocktails.

Poster viewing online could be open for longer time periods; but presenters of posters
only need be available for set time periods, determined by the Program Committee. Email
address could be provided for presenters online.

Provide pamphlet boxes on display boards for poster authors to offer full publication of
their poster.

Workshops

Various agencies as part of the fundraising process might want to host a workshop for
their organization as part of the congress. These workshops will be held on the opening
Saturday and Sunday. The agency sponsoring the workshop is responsible for all aspects
of the workshop. Workshops should be well advertised and should be open to all
delegates.

The cost of the room rental, the audio-visual equipment and the complementary
registrations associated with sponsorship must be calculated into the master congress
budget.

Coffee break costs should be left to the sponsoring organizationto provide. This needs to
be made clear in the sponsorship materials.

IRC Business Meetings

The Congress business meetings are held on the Monday morning and the Friday
afternoon. No other activities should be planned during this time as all delegates should
attend this meeting. Online participation should be considered.
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e Business Meetings are the responsibility of the IRC Continuing Committee.

Rangeland User Forum
e This event highlights the land users from different eco regions of the world. Their
presentations would consist mainly of pictures telling about their operation. It would
include their family activities and involvement, the history of their operation, their
aspirations for the future, the economics of their operation and their year-round time table
of activities on their operation.

Virtual (on-line) formats

Different approaches to Congresses need to be considered given the potential for international
pandemics and global conflicts, which can develop quickly. The Kenyan Congress in 2021
transitioned quickly to a virtual (on-line) format due to the global COVID-19 Pandemic. Many
conferences develop a hybrid format, so that the congress can broaden delegate participation, and
enable a rapid pivot if is absolutely necessary.

All Congresses rely on a strong program, excellent keynote and volunteered presentations, and
delegate participation, so much of the planning is generic to any format. However, the ways to
achieve a good Virtual Congress differs in many ways from a face-to-face congress. Hybrid
congresses, with all or most sessions available in both formats, are probably the most expensive
to run, as two formats need to be developed, each having specific requirements. An all-virtual
Congress is probably the cheapest, although the cost of a virtual production company is
significant.

Various combinations of in-person and virtual sessions are possible, and this needs to be
determined by the LOC for each host country. One alternative to a full hybrid congress, with all
presentations livestreamed, is to hold a networking viewing event at the host location. This can
include in-person social functions, meals etc. In this case, all presenters will deliver their talks
on-line and the host location needs to include large viewing screens and good quality speakers
for the audience. Presenters attending the congress will need on-site ‘studios’ to present from,
with good quality hardware and a stable internet connection. Other “hubs” can be set-up to
facilitate some face-to-face networking within regions or countries.

Developing an integrated package, with in-person and virtual components from the start is
recommended. This allows the opportunity to adjust quickly. Integrating the registration of
delegate interest in the Congress, payments, generation of email lists, the editorial process for
submissions and frequent email communications is important. The extra cost will reduce the
work-load for the volunteer committee and allow them to focus on other aspects of delivering the
conference. It is important to budget for an integrated platform from the start and seek flexibility
to scale up or scale down needs in the pricing package.

Registration fees: Options for in-person and virtual participation needs to developed early. Fees
should encourage in-person participation, but have a scaled approach so as to not disadvantage
remote communities who may only wish to attend one of the Awards Ceremonies.

Attracting delegates: It is recommended to maximize the number of in-person delegates at the
host nation location. This can be achieved by having a full hybrid congress, with live
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presentations from the host venue and broadcast through an on-line platform to a global
audience.

Virtual production company: A full or part hybrid congress requires good quality on-site audio-
visual equipment and operators. This will usually require paid professionals, but other options
could include seeking in-kind sponsorship from local AV companies, training for interested
committee members, or accessing student training schemes.

It is highly recommended to have a Master of Ceremonies (MC) to keep track of session timing,
make announcements for the audience and introduce Keynote speakers and “Theme” presenters.
One MC will be needed for the overall congress, with additional Chairs for each concurrent
session.

Presentations can be delivered live from anywhere with a stable internet connection. They can
also be pre-recorded. There is no set mix of live and pre-recorded presentations, but consider:

e Live presentations can still convey a sense of real time participation for the audience and
can include live questions and answer or polling to keep delegates engaged.
Keynote/plenary presentations should generally be delivered live.

e Presenters with older hardware or an unstable/slow internet connection should be
encouraged to pre-record their presentations.

e Presenters should be given the final choice of live or pre-recorded, depending on their
experience and preference for live or recorded talks over a virtual platform.

e Pre-recorded presentations need to be scheduled and played on-time to avoid sessions
becoming out of order.

e Pre-recorded presentations can be recorded in a rangeland setting, adding extra interest
for the audience.

e Pre-recorded presentations may also be a recording of the presenter delivering a
PowerPoint presentation in front of an audience, or simply the presenter recording their
PowerPoint on the computer. Try to avoid too many presentations which are only a
PowerPoint, which are less engaging for an on-line audience.

e Asking all presentersto pre-record their presentations as back-up for technical failure of a
live presentation is essential. These can also be made available to delegates who could
not attend for a small fee.

e Pre-recorded presentations can still have the author present live during their talk, and able
to answer questions in real time.

e A mix of lengths for presentations with 25-30 minutes for keynotes, 15 minutes for
volunteered, and 3-5 minute short-format ‘lightning’ talks can keep the audience
interested.

¢ Maintaining interest with online formats is a challenge, and there are many tools to do
this, which can also be fun for in-person delegates.

e Recording live presentations and making all talks available for at least 3-6 months after
the event.
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All presenters will require technical training and rehearsals, including advice on lighting, audio
quality, and the presentation of themselves (clothing) and their surroundings (choose a location
that is not distracting or use a high-quality virtual background). Any live sessions, such as Panel
discussions or Awards ceremonies need to have test runs, to check the flow, make sure
presenters understand what is required and make sure the session is interesting for both in-person
and on-line delegates. Remind presenters that this is an international congress, not simply an on-
line meeting.

Presentation formats

It is important to allow an on-line audience time to take comfort breaks instead of missing
portions of the sessions. It is easy for an on-line audience to disengage from the presentations
and harder to attract them back in real-time. However, recording all sessions and making them
available to delegates does allow people to view the presentations later, or at a time that best
suits their time zone.

Base content on a ‘triplet’ of three 15-minute-long presentations and a 15-minute-long panel
discussion with all three presenters and facilitated by a content expert, and:

e Master of Ceremony introductions

e questions for each presenter (top 2-3 questions up voted by the audience)
e a5-10-minute comfort break.

e This basic 'building block’ should total 1 hour and 15 minutes.

Note: on-line and in-person attendees have similar requirements for regular short breaks (2-5
minutes) between presentation triplets, whilst on-line delegates require more opportunities and
time for networking.

Sessions should be allocated for poster presentations, which needs to be available in a viewing
‘room’ as part of the virtual platform. Poster presenters will expect to have time devoted to
viewing, and for typed or spoken chat facilities for delegates to ask questions.

Many conferences are now using short-form ‘lightning’ presentations to allow more presenters
and keep the audience interested. Lightning presentations are well suited to on-line conferences
but posters still have a place. Authors should be provided the option to deliver the content they
are most skilled at producing. Dedicated viewing times are still needed for presenters to feel their
contribution is valued and to encourage interaction with delegates.

Trade displays, workshops, meeting spaces and breakout sessions

Trade displays, workshops, meeting spaces and breakout sessions can all be included in a virtual
congress. On-line delegates may not proactively seek out trade displays and posters. Many
platforms include incentives, such as prizes or games, to encourage delegates to explore all
components of the congress. These should be used as much as possible, especially to draw
delegates to trade displays of sponsors who will expect a return on their investment. Providing
free Exhibition space is one of the “benefits” for sponsorship, and sponsors need to get visitorsto
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ensure they feel that their contribution is worthwhile for their organization or company. Other
opportunities to “advertise” their organization/company needs to be considered, to ensure
sponsors feel that they are well looked after.

On-line workshop and breakout sessions are more challenging on-line than in-person and require
careful planning and resourcing. Thorough planning, thought and communication is needed to
‘on-board’ conference delegates to join on-line discussion groups. Some fun and even somewhat
controversial topics could be included in discussion groups early in the program, so that
delegates become familiar with the opportunities to connect with others.

Many platforms offer technology to allow delegates and exhibitors to request appointments with
each other, or networking spaces to meet in. To be successful, all delegates need to be informed
of these options, and given the opportunity for training or testing prior to the congress starting.

Communications

Clear and regular communication is essential for a virtual congress, including social media for
promotion and email of instructions for presenters and delegates to access the on-line platform.
Regular communication is very important if there are any global concerns that may make
delegates hesitate to register or submit papers. Concerns need to acknowledge, not considered as
irrelevant. Delegates will decide to not attend if there is a vacuum of information.

Provide instructions on:
e Registration
e Presenter hardware requirements
e How to access the on-line platform, including personalized links
e Presenter training for the on-line platform
e A platform preview day for all delegates

Email clear instructions to authors on how to prepare poster submissions (an A0 pdf poster), pre-
recorded Lightning Slidecasts (5-minute long PowerPoint narrated recordings) and full oral (15-
minute long) pre-recorded or live presentations. Registration information is included in these
emails. (Appendices provide examples of Guidelines which can be adapted)

Staffing
Highly skilled and technically trained staff are needed to host the on-line platform. It is
recommended to engage a professional production company who is skilled in using the on-line

platform. VVolunteers can assist in roles such as MC, concurrent session chairs for a hybrid
congress, both on-line and in-person.

Delegate Mobile App

It is highly recommended to choose a platform with an integrated mobile app for:

e Hosting the program
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Viewing presentations, posters etc from a mobile device
Meeting and chat functions
Hosting question and answer sessions

Polling and voting functions.

It is important to prepare live-polling questions well in advance of the conference, and ask
authors to submit questions for polling during the presentation submission process, to ensure
polls can be set up and tested in a conference or polling app. Live polls are engaging for
audiences and also provide valuable feedback to presenters and organizers.
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PUBLICATIONS COMMITTEE

The Publications subcommittee is responsible for:

Implementing the paper submission and review process
Instructing authors with the paper presentation format
Publishing the Congress Program Booklet

Publishing the Congress proceedings.

IMPORTANT:

The deadline for paper submission should be 6 months before the congress. If necessary, this
could be extended to four or five months before congress, keeping in mind that there has to be
sufficient time for the review process.

Details of key tasks are below.

Paper Submission Process

It is very important to post instructions and an example of a correctly formatted
submission on the congress web site, as well as emailing to potential delegates and/or
organizations (emails to individuals have a MUCH better response rate than generic
emails to organizations)

The official language of the International Rangeland Congress is English.

Papers should be lodged electronically, with submission by email if necessary. Abstract,
paper and poster lodgment must be acknowledged, either via the Congress platform or
via email. Only papers in final form should be sent. Only papers written in the standard
format will be accepted.

A maximum of two (2) papers will be accepted from any one corresponding/lead author.

Papers describing programs and projects should focus on what was done and restrict
background information such as the description of organization/institution/country to a
minimum.

All offered papers could be peer-reviewed by experts, or peer review could be left until
key papers are selected for publication of Special Issues of Journals.

The selection criteria will include: (i) Relevance to the congress theme and sessions; (ii)
Significance of information and enriching current state of knowledge; (iii) Originality
and novelty; (iv) Structure and clarity; (v) Scientific validity.

Presentation Format

Presentations at the congress will be in either Oral or Poster format. Allow for indication
of preference for oral or poster presentation in submission. The Editorial Committee
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retains the right to decide whether the abstract is more suited for Oral or Poster
presentation.

Authors who have papers accepted for Oral presentations should prepare a Microsoft
PowerPoint presentation and a recording of their presentation to be submitted at least 4
weeks before the Congress.

Presenting authors, both Oral and Poster, will receive detailed instruction about congress
computing facilities, requirements and appropriate guidelines prior to the congress. Oral
presenters are limited to 13 minutes plus 2 minutes of audience questions &
discussion.

Paper Submission dates

Paper submission will be open 18 months before congress, and close 6 months before
congress. One extension for Submissions is a good idea, with 5 or 4 months being the
final cut-off date. Keep in mind that there has to be sufficient time for the review process.
Submissions will not be accepted after the closing date/time.

Paper & Recording guidelines

Guidelines need to be provided on the web-site and via email for [1] written
Abstract/Paper, [2] Posters and [3] Format and how to record presentations (some
examples in Appendices)

All papers should be typed and formatted in Microsoft (MS) Word (.docx) format in
digital form. The MS Word version and a PDF version should both be provided through
the LOC nominated process.

Unless mentioned otherwise, all text should be single spaced. The font should be Times
New Roman Font size 11 in single column. A4 size (letter) paper with uniform margin of
25 mm (1 inch) on all four sides should be used. Left and right justified typing is
preferred. The headings should be bold in font size 11. Do not apply page humbering or
line numbering.

Paper length

Abstracts can be a maximum of one page
Offered papers can be a maximum of two pages (maximum 1000 words).
The length of invited papers needs to be determined by the Publications Committee.

Longer papers should be requested for Special Editions of Journals related to Keynotes
speakers, topics or themes of the Congress.

Title and key words block

The title should be centered at top of the first page. Font type should be Times New
Roman, size 14 points, bold and single spaced. After one blank line, type the
corresponding author’s name, affiliation, mailing address, an e-mail address followed by
the name, affiliation, and mailing address of all collaborating authors; all authors’ details
should be in upper- and lower-case letters, centered under the title in Times New Roman
Font size 12.
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e Key words: Leave one blank line under the Title. Type "Key words:" flush left in bold
letters, followed by a maximum of five (5) key words that are not a part of the title.
These are placed below the author’s name and before the body of the text.

Main body of text
e Type text single-spaced, Times New Roman, Font size 11, with one blank line between
paragraphs, and the following Major headings in bold print: Introduction, Materials &
Methods, Results & Discussion, Conclusions & Implications, and References
sections. Start paragraphs flush with the left margin.

Headings
e All headings should be typed using upper- and lower-case letters in Times New Roman
font size 11 in bold without underlining. Major headings: Major headings should be flush
with the left margin followed by a single line space.

e Sub-headings: Type sub-headings flush with the left margin, in bold italics, capitalizing
the first letter of the sub-heading.

Footnotes
¢ Avoid footnotes, but if needed, then mark footnotes in the text with an asterisk (*); use a
double asterisk (**) for a second footnote on the same page. Place footnotes at the
bottom of the page, separated from the text above it by a horizontal line.

Illustrations

e A maximum of three (3) figures/charts/graphs/tables/photographs may be embedded
within the paper.

e All tableswith number and caption should be placed directly within the text. Figures: All
figures must be in digital form in the appropriate location in the document. Photographs:
All photographs should be in jpeg/jpg format and numbered accordingly. Placement:
Tables, Figures, photographs etc. must be placed in the appropriate location in the
document, as close as practicable to the reference in the text.

Captions
o All captions should be typed in upper- and lower-case letters, centered directly above
tables and below figures and photographs. Use single spacing if they use more than one
line. All captions are to be numbered consecutively (Fig. 1, Fig. 2, Table 1, Table 2).

Copyright
o If the article contains any copyrighted illustrations or imagery, please include a statement
of copyright such as: (c) SPOT Image Copyright 19xx (fill in year), CNES. It will be the
author's responsibility to obtain any necessary copyright permission.

Equations, symbols and units
e Equations should be numbered consecutively throughout the paper. The equation number
should be enclosed in parentheses. One blank line should be left before and after
equations.
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e Symbols and units: Use the SI (Systeme Internationale) Units and Symbols. Unusual
characters or symbols should be explained as footnote.

References and/or selected bibliography
e A maximum of 5 references should be provided. References should be cited in the text,
thus (Smith, 1987b; Kawamura et al., 2000), and listed in alphabetical order in the
reference section, leaving a blank line between references. The following arrangements
should be used:

References from Journals:

Stanford, G., Smith, S.J., 1972.Nitrogen mineralization potential of soil. Science Society
America Journal 36,465-472.

Kawamura, K., Akiyama,T., Watanabe,O., 2000. Estimation of aboveground biomassin Xilingol
steppe using NOAA/NDVI. Grassland Science 49(1): 1-9.

Names of journals can be abbreviated according to the "International List of Periodical
TitleWord Abbreviations". In case of doubt, write names in full.

Reference to articles in conference proceedings:

Kosta, L. D., S. D. Upadhyay and M. K. Awasthi. 2000. Guava based agroforestry system for
rainfed agro ecosystem. In: Proc. International Conference on Managing Natural Resources for
Sustainable Agricultural Production in the 21st Century (Feb.14-18, 2000), New Delhi.

References from books:
Bogdan, A.V., 1977.Tropical Pasture and Fodder Plants. London: Longman, 205-212.

Robson, M. J., Sheehy, J. E., 1981. Leaf area and light interception. In: Hodgson J, Baker R D,
Davies A, et al. Sward Measurement Handbook. Berkshire: British Grassland Society, 115-139.

Articles in edited books:

Tran, V. N. and A. K. Cavangh. 1984. Structural aspects of dormancy. In: D. R. Murray (ed).
Seed Physiology, vol. 2. Germination and ReserveMobilization, Academic Press. Sydney. pp. 1-
44,

Robson, M. J. and J. E. Sheehy, 1981. Leaf area and light interception. In: Hodgson J, Baker R
D, Davies A, et al. Sward Measurement Handbook. Berkshire: British Grassland Society, 115-
139.

References from other literature:

Smith, J., 1987.Economic printing of color orthophotos. Arlington, VA, USA: Report KRL-
01234, Kennedy Research Laboratories.

Smith, J., 2000.Remote sensing to predict volcano out bursts. In: The International Archives of
the Photogrammetry, Remote Sensing and Spatial Information Sciences Kyoto, Japan: Vol.
XXVII, Part B1, 456-469.

References from websites:
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Moons, T., 1999.Report on the Joint ISPRS Commission I[II/IV Workshop “3D Reconstruction
and Modelling of Topographic Objects”, Stuttgart, Germany[ EB/OL].
http://www.radig.informatik.tu-muenchen.de/ISPRS/WG-I114-1V2-Report.html.

Unpublished articles:

Articles in preparation or unpublished observations should not be included in the reference list
but may be mentioned in the article text (e.g. Singh, pers. comment.).

Paper Review Process

e The Publications Committee will be responsible for the review of all papers and abstracts
(if the latter are requested), electronic publication of the scientific review papers, the
congress proceedings, the Congress Program Booklet and the daily congress newsletter.

o All papers will be printed in English.

e Use authors from the host country and individuals throughout the world who have
published in relevant scientific journalsto review the invited review papers and volunteer
abstracts.

¢ Involve many experts (50-75) to review the papers. These can be identified with the help
from the International Scientific Committee., if one is established. This could be an
informal group of people to make suggestions for Reviewers.

e Reviewers must make sure that all papers are formatted correctly according to
instructions posted on the web site. This is extremely important otherwise it will cost
considerable labor to have the congress secretary make the formatting corrections.

e Reviewers are asked for summative judgments on acceptance of a paper:
o Accept as is (minor corrections can be made by the reviewer)

o Accept with minor revisions to be made by the author(s) (please specify using
Track Changes mode_in MS Word)

o Accept after major revisions (specify using Track Changes mode_in MS Word)

o Reject (specify the major reason)

e Reviewers are also asked to be very careful when giving reject judgment to a paper. The
number of rejected papers should be minimized.

e Each reviewer will be asked to review some 10 to 15 papers of one-page-length (A4
size), and to accomplish the review task and return all the reviewed papers 5 months
before the congress dates. The publications committee needs to decide on this completion
date.

e Atemplate Invitation to Review Paper letter is provided in Appendix D.

e Guidelines for Authors are in Appendix E, F, G and H.
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Congress Program Booklet

e The program committee will develop the entire congress program and present this
information to the Publications Committee for printing. Liaison between these 2
Committees at regular intervals is recommended from the formation of the committees.

e The booklet should include names of all invited speakers, the name of their presentations,
the location and time of presentation, the list of posters with author’s name and abstract
titles and poster board number/location. Information for the website, including photos
and Bios of the Keynote and “Theme” speakers should be provided at least 12 months
before the Congress. Providing information as it comes to hand makes the web-site look
more dynamic, do not want until all information is assembled.

e The booklet should include the day to day congress program, logos of all sponsors, the
names of the IRC Continuing Committee and the LOC names and welcoming addresses
from the President of IRC and the Co-Chairs of the LOC.

e This booklet should be available electronically prior to the congress and also distributed
to all delegates upon arrival at the congress to pick up with registration materials (both
in-persona and virtual registration packs).

e The Publications Committee needs to develop and create the congress proceedings
electronically for distribution to the delegates at the start of the congress on a USB
memory stick or similar device. The compilation of all the papers into the master
document complete with index is very labor intensive and funds might be required to hire
people to assist in the process.

e Printing the congress program booklet would include the agenda of the opening
ceremonies, and a list of all session presentations and posters.

Copyrights

e The Congress Proceedings and other printed matter are to be clearly identified as the
International Rangeland Congress.

e Copyright will be with IRC and the Local Organizing Committee Organization.
e The invited review papers might be published in a host country’s scientific journal.

e The Publications Committee should assess the need for printed copies of the proceedings
at an extra cost to individuals requesting the document.

e The Publication Committee will need to decide how many copies of the proceedings
(paper vs electronic format) will be needed for libraries, sponsors, etc.

e Proceedings will preferably be produced in electronic format for distribution to delegates
upon arriving at the congress.
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TOURS COMMITTEE

The Tours subcommittee is responsible for planning and conducting the Pre-Congress tours,
Mid-Congress tours and (if held) Post-Congress Tours. This includes on-tour logistics such as
accommodation and catering, and tour registrations and confirmations/cancellations.

Pre-Congress tours

Pre-congress tours are preferred over post-congress tours to allow camaraderie to develop
which carries over into the congress.

The majority of delegates have preferred 4 to 5-day tours. However, depending upon the
location, some prefer a longer 10 to 15 day tour. Offer several 4 to 5 day tours and one
or two longer 10 to 15 day tours. Be prepared to cancel or perhaps amalgamate individual
tours if interest is not sufficient.

It is recommended to base your tour budget on 24 participants but be prepared to operate
the tour on less people using smaller vans. It still needs to be financially viable at these
lower numbers. In previous congresses it was difficult to get sufficient numbers to
operate large tours.

There needs to be a contingency plan to use vans if there are not enough people
registered to warrant the use of a large tour bus.

Ensure Publicity Committee has all of the details about the pre and post Congress tours at
least 12 months prior to the Congress, and encourage delegates to book early.

Delegates need to know six months in advance of the congress if their tours will be held.
This will allow them to change their air flights if the tour is cancelled.

Need to decide if delegates arrange all travel to starting point of tours or if local
Organizing Committee arranges in-country travel as part of tour fee. Pre-congress tours
need to allow a rest day at the start to allow delegates to get over jet lag

All pre- or post-congress tour fees must be set to pay all expenses including tour guides
and any expenses incurred with planning the tours. The committee needs to decide on
what capacity or occupancy percentage the tour is based on i.e. do you budget at a
percentage of the number of seats on the bus.

Mid-Congress tours

Mid-Congress tours are held on the Wednesday of the week with no other activities or
sessions planned that day.

Mid-Congress tours will be organized by the local committee with perhaps the help of a
bus tour company.

Mid-Congress Tours need to be developed to match the varying interests of the attendees.
There should be sufficient tours to manage the numbers in reasonably sized groups.
Remember that nearly all delegates will attend these mid-congress tours.

Budget all Mid-Congress tour expenses as one-line item to be included in the registration
price.
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Have delegates chose their first and second choice of Mid-Congress tour on the
registration form. Delegates who do not wish to go on the Mid-Congress tour are free to
develop their own activities for the day.

The tour committee might wish to have all Mid-Congress tours end at a designated place
for the evening meal, fellowship and entertainment.

General Tour Needs

Pre-Congress and Mid-Congress Tours are a key feature of IRC Congresses, and a main
attraction for rangeland scientists and practitioners. These are NOT TOURIST tours,
although a few tourist spots may be included. These are scientific tours, with scientists
from local research organisations or local pastoralists and farmers acting as tour guides.
At least 1-2 tour guides will accompany the whole tour, and again these are rangelands
scientists. Often specialists join for sections of the tour. Many of these tours go to “off-
the-beaten track™ places which tourists do not go to.

Maps. Give each passenger a map. This is very useful. A suggestion would be to provide
roadmaps courtesy of the tourism department. The road maps can be then used to talk
about the various ecosystems on the trip. Provide additional tourism pamphlets and
information on what they will see.

Provide name tags.

Have various additional tour guides on the buses that know each local area i.e. for pre
and post-congress tours, have a different local person or Agricultural Extension specialist
that knows the area and history for each day. The guide on board needs to be completely
familiar with the geology, vegetation, livestock systems, etc. of the area.

As you travel, the following are examples of the information that should be provided both
verbally and in handouts to the participants:

o Where we are.

o What is the geologic history of the region, how did it evolve into present day
o What is the social history of this area

o What is the ecology of the area

o Who lives here and how do they live (ie herders, cooperatives, seasonal,
sedentary, etc.)

o Who owns the land. Private, State, Cooperatives.
o Describe the government of the area at the local and national level.

o What are the past and current social issues for the people who live and work here
(example: the moving of the herders into dairy cooperatives — why, when, impact
on ecosystem, economy, people, etc.)

o What are the natural resource issues (example: soils, water availability, impact of
current use on water, future of the resource, water quality issues, who owns the
water, past, current, and future use and availability, relationships of energy and
water, wind power generation, etc.).
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o How do grazing lands play a role in this region

o What kinds of forages, livestock, and grain crops are in this area

o What are the management practices

o What is the anticipated future of this region

o What research is being done to improve grazing lands and livestock production
o How is information being conveyed to the users of that information.

e Need a portable PA system for use outside the bus and as a back up to the bus’s PA
system if it fails. Ensure high quality, functioning audio equipment at all points including
stops and on-board busses. Must have audio equipment and translation that ensures that
everyone can hear easily and understand. Translations on tours are from local language of
the presentersto English, multiple translations in various languages is not done on Tours.
Have good, easy to follow written handout materials in everyone’s hands as well. People
who are not hearing and understanding will break off into side groups and start their own
conversations that are counterproductive to the objectives and disruptive to everyone.

¢ Need adequate and reasonable restroom facilitiesavailable at least mid-morning, at lunch
stop, early afternoon, and late afternoon where facilities can quickly handle the number
of people on the tour. This is a major consumer of time and must be minimized but not
by reducing the number of opportunities. On some tours, portable bathroom facilities
have been used and in some cases these bathroom facilities have followed the tour to the
various locations in rural areas. Need to stop about every 1.5 to 2 hours for washroom
breaks. Tour bus companies might not encourage the use of their toilet on the bus. Need
at least two bathrooms at each stop. The line ups can be very long. At the farm stops
might need to bring in portable bathrooms.

e Reserve the front and second row seats for people that have motion sickness problems.
Assign the seats at the start for those people that indicated they had that type of problem
(put place cards on the seats saying reserved). Have some motion sickness pills available
for emergency use. Ginger pills work well.

e Good idea to play some local low-key music over the bus sound system during the last
hour of the tour when everyone is tired.

e A possibility is to rotate passenger seat locations every half day. This aids in people
meeting each other. Have the people move back one seat on driver side and forward on
the other side going clock wise around the bus.

e Logistics of handling a larger group will present specific challenges not encountered by
small groups.

e When planning tours, make sure people are not stuck on the bus for long periods of the
day, unless completely unavoidable, and then for a limited number of days during the
Tour.

e Plenty of breaks should be scheduled, with interesting talks or landscapes to view at most
stops
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With 200 plus per mid-congress tour considerable time is needed just to load and unload
buses and to make restroom stops.

Need adequate time at each stop for thorough presentation and time for questions and
discussion. Do not start any presentation at a stop until all busses are unloaded and all
delegates gathered.

Provide well designed signage for directing people to where they need to go as well as
providing group leaders equipped with easy to see identification.

Safety issues — every effort must be made to ensure the personal safety of delegates.
Biosecurity issues, such as the spread of disease on shoes between farms and research
stations, may need to be considered. Tour leaders must know where and what medical
facilities are available for emergencies and have a plan for getting someone there in an
emergency. Stops along roadsides must be at locations where buses can get completely
off the road so that passengers are not at risk from road traffic.

If there are multiple vehicles/buses, make sure that they stay together. Do not allow one
group to deviate from the schedule and then attempt to catch up with the others. This
adds to the risk and causes others to feel that they have missed an opportunity. If
possible, consider having an escort vehicle that can help clear traffic in front of the
procession and to be available in case of an emergency.

Inform delegates in the pre-congress information of what to expect from weather,
altitude, sun exposure, insects, and personal needs. They need to be reminded to bring a
hat, sunscreen, insect repellent, and any personal requirements such as medications that
they might require.

Water must be constantly available.

It is recommended to have a sitting area at the tour site for the delegates listening to the
oral presentations. Information hand outs and LARGE poster board presentations will be
of benefit to the audience.

Involve media professionals from the initial planning stage to develop virtual tours to tap
into their technical advice and guidance.

Hotel check-in for pre and post congress tours

In order to speed up the time of registering tour people at the hotel on overnight tours it
would be advisable to have a list of all participants including their home addresses
prepared ahead of time. The tour guide sends the names and addresses of all the travelers
to the hotel rather than have each person sign into the hotel.

This registration arrangement needs to be discussed with hotel management ahead of
time.

Present this list to the hotels registration desk in order to give out the pre-assigned room
keys. This will speed up the time that people get their rooms.

When the tour bus arrives at the hotel, the tour guide gets all the room keys.

The keys are in an envelope with the room number and the couple’s luggage tag number
and couples name on the envelope.
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Luggage Tags - Optional

Each couple/single person gets two large shipping tags which they tie to their suitcase.
Each couple’s luggage is identified with a large number, the same number on each bag.

The bus company unloads the luggage, the hotel people then find the luggage by the
number code and put the room number on the tag then another crew carries the luggage
to the designated room.

Lunch and Dinner Menus - Suggestions

On the first night before the tour begins the tour guide gives everyone a list of all the
meal choices for each evening of the tour.

There could be 3 choices for meals at the designated restaurants.

The tour guide then collects all the meal choices from the group and tallies the numbers
for each meal and by choice.

Tour guide then gives the paper back to each person so that they can remember what they
ordered for each day.

The tour operator phones ahead to the restaurant and gives then a total requirement for
each meal choice.

When the bus arrives at the restaurant the meals are ready and the waitress just asks
which meal you had previously ordered. Service will be fast and everybody fed and done
in 30 to 45 minutes. Sometimes there could be local entertainment during the meal.

Warn hotels and lunch caterers ahead of time about the number of special meal requests,
including food allergies.

Pre- and Mid-Congress Tour Confirmations

Prior to registering, delegates will need sufficient detail to enable them to choose
between tour selection options. When delegates register for the Congress they are going
to want some specific information. Remember that they are going to expect AN
IMMEDIATE RETURN EMAIL to their requests for information and upon registering
for the Congress.

When a delegate registers for the Congress the people in charge of registration should
immediately confirm the registration with the delegate, including the choice of tours.
The tour leaders also need to be notified immediately that this person is signed up for a
specific tour. The tour leader then needs to immediately respond to the delegate with at
least the following information.

Complete detailed itinerary of the tour including:

o travel arrangements in-country to starting point of the tour, from ending point of
the tour to congress location, and from congress location to point of
disembarkation from the country.

o date, time and place of departure of the tour
o amap
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o stops each day and what is to be seen there

o place of location of hotels each night

o distance traveled each day

o special recommendation on clothing/items to bring along
o date, time and location where tour will end.

e There will be a need to accommodate special diet needs on the tours and at the congress.
The delegate should select their special diet needs as listed on the registration form. It is
advised that special diets be listed as vegetarian, vegan, Halal, glucose intolerant. Keep
the categories simple for an easy food organizing process.

e A cancellation policy for pre-congress tours needs to be established and posted to the tour
section of the congress web site. A down payment should be required for all pre-congress
tours at registration time. Full payment is required as soon as the tour has been
sanctioned.

e Publicity is key in achieving adequate numbers of people on the Tours and to attract
Delegates to register for the Congress. The Tours are a key marketing tool for the
Congress.

e The Tour Committee should ensure that appropriate information is provided to Web-site
Manager and the Publicity Committee BEFORE the Second Announcement, which is 2
years and 8 months before the Congress begins. This means Tour planning needs to start
at least 3 years before the Congress. More detailed information is required for the Third
Announcement.

e Tour cancellations and amendments must be made at least 6 months before the Congress,
to allow delegates to change flight dates and Visa as necessary.
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FINANCE COMMITTEE

The Finance subcommittee is responsible for the Congress budget, including planning, execution
of contracts, ensuring levy payment to the IRC-CC, fulfilling host nation requirements such as
establishing a legal entity to run the congress or conducting financial audits, and interacting with
all other committees to ensure the financial success of the Congress. The LOC may decide to
include sponsorship (fundraising) and delegate support within the Finance subcommittee, or to
run these as separate subcommittees.

Budget

Budget Philosophy
e Host country sponsorships and registration fees (including tours, spouse events, etc.)
must pay for all expenses of the congress and thus result in a break-even budget
(including subsidy to IRC and profit to Local Organizing Committee).

e It isrecommended to keep the registration fee as low as possible in order to attract more
delegates. To accomplishthis, every line item in the budget needs to be carefully thought
out to be sure it is necessary.

e Local Sponsorships can be allocated towards any specific line items in the budget.

¢ International sponsorships are allocated towards Keynote/Invited Speaker and designated
Delegate support.

e Attendance projections of from 500 to 1400 need to be made with a separate budget for
several different levels in between attendance projections.

e The number of interested delegates responding to the announcements will be the best
estimate of the potential number of delegates attending the congress. This number should
be used to determine the registration fee. The registration fee should never be more than
$500 USD for in-person participation.

e Registration fees for all delegates will be equal. If any country or organization desires a
lower registration fee for their delegates they must make a sponsorship to offset this
lower fee. This sponsorship will not result in complimentary registrations, complimentary
booth space or free workshop time/space.

e See Budget format in Appendix 11 — 110.
e Authorization for expenditures must be approved by the Finance Co-Chairs.

e Itisrecommended that the registration and tour fees be in US Dollars and that a US
currency bank account as well as a local dollar bank account be established. The IRC CC
bank account in the USA is usually available to collect & dispense money on behalf of
the Congress. For example, many sponsors will only pay a US bank account; some
invited speakers will need to present their accounts for travel expenses in US dollars.

e Good cooperation of all host country committee members on financial management
Issues is important.
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An online payment system may frustrate some delegates during registration when
payments using credit cards may not complete for various reasons. The registration
process will require a dual system. An effective & secure local international banking
system needs to be linked to the system which can [1] process credit cards and [2] accept
and transfer funds internationally. Some countries have limitations to what systems can
be used. The registration system will also need to be able to handle invoices for paying
registration fees.

Budget Dates: [1] A Preliminary budget is prepared for the Bid. [2] A revised budget is
requested directly after the bid has been accepted, approximately 3 years and 9 months
before the Congress. [3] The Final Budget needs to completed 18 months before the
congress in order that the delegate registration fee can be posted on the congress web site
at that time.

Budget Line Items

This budget will be used to calculate registration costs per delegate. The cost should not
exceed more than $500 USD for the in-person participation.

Congress banguet is a cost that could be included in the registration fee or available on
the registration form as an additional cost to the delegates.

There could be commercial exhibitors as well as non - profit organizations that basically
are there to present information. The non- profit organizations could be charged a lower
rate to participate or given complimentary booth space. There may be limited interest
from commercial companies/industry to attend the trade show.

Sponsors will be offered free information booth space, depending upon level of
sponsorship.

Prepare information/facilities/costs brochure two years before congress. Place on web
site:

o description of area
o size of booth
o what is included in booth, both for commercial and information booths

o provide boards for display to avoid need for exhibitors to ship display
boards/panels

o range in prices for on-shore and off-shore exhibitors.

o indicate how exhibiting materials can be shipped to the congress convention
center.

The conference program booklet should list all exhibitors (and placed in delegate
packets). Sell additional advertising if possible.

Obtain a list of potential exhibitors from related regional conferences and from the
previous IRC and from Society for Range Management annual meetings or similar
conferences.
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Variable Costs

1.

All printing costs, all costs associated with editing and compiling all papers in the
proceedings on USB stick, conference carrying bag, name badge holder and lanyard.

Socials and meals including opening reception food (no alcohol), morning and afternoon
nutrition breaks, lunch meal, evening social events, mid congress tour.

Credit card user fee charges for delegate to pay registration fee by credit card. Using
credit cards will be expensive.

Levy to Continuing Committee Organization. $20 US per delegate

Fixed Costs

1.
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14.

15.
16.

Printing and production congress program, identification hats or name tag ribbons for
local committee and volunteers, signage.

Commercial company to handle delegate registration

Additional Secretariat costs including cost of a paid congress coordinator if needed
Software development for registration and paper submission and review process
Speaker travel, accommodation costs and registration

Opening reception entertainment

Coffee and snacks for accompanying persons

Plenary Speakers gifts, if any

Promotion and fundraising expenses

. Venue including all meeting rooms, poster board rental, AV equipment.

. Insurance for liability

. Contingency fund at least $25,000 US

. Food and registration for volunteers including tour leaders, bus drivers and concurrent

session monitors and AV operators.

Costs associated with editing of papers and abstracts to get them into a uniform document
for transferring as the congress proceedings to the USB memory stick

Registration cost for the complementary registrations as part of the sponsorship program
Room rental and AV cost for the workshop rooms.

IRC Bank Account

Many U.S. organizations cannot grant funds to an international organization. In these cases, the
IRC has established non-profit status with the U.S. Internal Revenue Service and has established
a bank account in the U.S. through which funds are channeled to the LOC. The LOC will need
to establish a local bank account that can accept dollar transfers electronically from the U.S.

Airline and Bus Contracts

The main value in airline contracts is the free airline tickets available.
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e “Site Inspection” tickets or a dollar value to be used on tickets is available for signing a
contract designating one airline (or group of airlines) as the official carrier for the
congress.

e Commonly one complimentary ticket is available for every 40 seats sold. These tickets
can then be used by IRC for planning the next congress.

e Consider an international carrier contract as well as an airline and/or bus contract with a
host country carrier.

Levy of IRC
e The Host Country Organizing Committee will pay a per capita fee of $20 per delegate to
IRC. This must be built into the budget.

Loan from IRC

e One of the purposes of the levy paid to IRC is to build a bank reserve available as a loan
to the Host County Organizing Committee for start-up expenses prior to receipt of
sponsorships or registration fees.

e The levy is also used to pay expenses incurred by IRC for web site charges, mailing list
update, etc.
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SPONSORSHIP SUBCOMMITTEE UNDER FINANCE COMMITTEE

The sponsorship subcommittee is responsible for planning and securing funds for the running of
the Congress and for International Delegate Support. The LOC may decide to combine all
fundraising activities into one subcommittee, or to have one subcommittee focus on local
fundraising and for the International Delegate Support subcommittee to focus on international
fundraising.

Sponsorship is getting more and more difficult to obtain, especially post-Covid. Building
relationships with key people in potential sponsor organizations, such as international research
organizations. Money of often only available from research project funds, and thus needs to be
included in funding Applications, done years before the Congress. These relationships must be
nurtured from the time the Bid is accepted! Developing a plan for getting sponsorship is
essential, and Senior people will need to be involved early on. These discussions will need to
occur casually and opportunistically, and sometimes these opportunities need to be created.

Sponsorship Philosophy
It is essential that the objectives for obtaining sponsorships is clear for two main reasons:

1. So that the donor knows what their funds are being used for

2. So that the Organizing Committee is clear how funds are to be spent
Sponsorship Origins
Sponsorships needs to be viewed as coming from two sources:

1. Host country sources

2. International sources

Use of Sponsorship Funds
Host country sponsorships are used for expenses incurred in running the congress such as venue,
busses, etc.

International sponsorships are allocated for two objectives:
1. Speaker support
2. Delegate support

Message to potential sponsors

Host country sponsors

The message to host country sponsors is clear. Their funds are used for various expenses as laid
out in the budget. Those options need to be shown to host country sponsors so that they can
choose what expenses they want to support. Those line items are normally then designated in the
agreement between the Host County Committee and the host country sponsor.
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International sponsors

The message to potential international sponsors needs to be made clear that an amount
equivalent to their sponsorship is NOT going to the host country but to support costs incurred by
speakers and to individuals who need financial assistance to attend the congress (delegates).
Their contribution will need to be channeled through the host country so that the host country
can allocate those funds, but it is NOT a donation to the host country.

Often international sponsors cannot allocate funds to travel. If that is the case the international
sponsor chooses a line item in the budget that they can legally support, and that designation is
shown in the agreement. But it is made clear to the international sponsor that an equivalent
amount of funds will be used for speaker support and delegate support.

Understanding of the Host Country Committee

The Host Country Committee needs to clearly think through the allocation of sponsorship funds.
Without thinking through the final use of sponsorships funds it may seem that international
sponsorships are not contributing to the congress. But international sponsorships are:

1. Bringing more delegates to the congress who then make expenditures in the host country.
2. Delegate support is normally allocated to 3 items of delegate expenses:

a. Complementary registrations. This means that the funds received from the
international sponsors are paid to the delegate for the delegate to then pay
registration. Those funds are being paid in this manner to the Host Country
Committee to offset congress budget expenses.

b. Accommodationsat the congress. If funds are sufficient to stretch this far those funds
are paid to the delegate who then spends those funds at hotels and restaurants in the
host country, as well as for meals provided by the Host Country Committee as part of
the program and thus these funds are going to the Host County Committee to offset
budgetary expenses.

c. Travel. Seldom are funds sufficient to stretch this far. It is also very time consuming
for the host country committee to get involved in being a travel agent.

What constitutes a Sponsorship?
The number one rule is to never say no to an offer that will support the congress.

However, there are those who will provide support only in a manner that supports themselves,
their organization’s employees, individuals only from their home country or individuals in their
project. This kind of effort is support for the congress in that it brings individuals to the congress
who might not attend otherwise and thus it is called SUPPORT, not a SPONSORSHIP. Benefits
received from these types of supporters are then far less than those received from a Sponsor. See
the benefits received for various levels of Supporters/Sponsors). Thus, regardless of the amount
of funds promised or individuals supported these are termed Supporters, not Sponsors.

Sponsors are those who give freely to those most in need. These sponsors not only provide
sponsorship funds to be allocated to speakers and delegates as deemed most needed by the Host
Country Committee, but they then also pay for the expenses of their own organization’s
employees to attend the congress.
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Who should be a Supporter or a Sponsor?
EVERY COUNTRY, ORGANIZATION, AND INDIVIDUAL.

NEVER say there are no funds available. NEVER give up trying to convince an entity to be a
supporter or a sponsor. That entity needs to be convinced that they need to rethink allocation of
the funds available to them. They need to be convinced that they need to be an equal player in
the improved management of rangelands worldwide. That obligation should not be the
responsibility of one country.

Fundraising
A Sponsorship Prospectus must be prepared for distribution to potential sponsors. See an
example in Appendix J.

e What constitutes a Sponsorship versus Support:

o Support may be in cash less than $10,000 or in-kind services such as assistance to
the congress by personnel, free booth space at their meetings to advertise the
congress, posting congress website information on their website or in their
publications, etc. Judgment needs to be used in the Support category.

o Sponsorship must be greater than $10,000 in cash. Support for an organization
own delegates does not constitute a Sponsorship but could be considered in the
Support category.

e Sponsors can select a budget line item if their internal requirements insist upon doing so.
It is more advantageous to the LOC if the sponsor allocates that Sponsorship simply
towards conducting the congress in a satisfactory manner.

e Levels of Sponsorships/Benefits need to be developed by the finance committee. Past
levels and benefits are as follows:

o Diamond - $US50,000 which provides free Information Market Place/ Trade
Show space, five complimentary registrations, the naming/conducting of a
workshop, and name associated with all Congress promotional materials both
prior to and during the Congress.

o Platinum - $US 40,000 value which provides free Information Market
Place/Trade Show space, four complementary registrations, the
naming/conducting of a workshop and name associated with all Congress
promotional materials both prior to and during the Congress.

o Gold - $US 30,000 which provides free Information Market Place/Trade Show
space, three complimentary registrations, the co-naming/conducting workshop
and name associated with all Congress promotional materials both prior to and
during the Congress.

o Silver - $US 20,000 which provides free Information Market Place/Trade Show
space, two complimentary registrations and name associated with all promotional
materials both prior to and during the Congress.

o Bronze - $US 10,000 which provides free Information Market Place /Trade Show
space, one complementary registration and name associated with promotional
materials both prior to and during the Congress
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o Supporters — Less than $US 10,000 or In-Kind Services which provides name
highlighted on banners and handouts during the Congress.

IMPORTANT ACTION: The benefits offered to different Sponsor levels need to be
adjusted if there is an all-virtual Congress, or even if there is a Hybrid Congress. Most of
the current benefits refer to in-person Congresses; and Sponsors need to feel like they are
getting appropriate recognition. The Publicity Committee and the Web-site Manager and
the Virtual Production Company need to all be involved in developing an appropriate
online sponsorship benefit.

Sponsors identify their own choice of who is to receive their complimentary registrations,
complimentary booth space, and/or the desire to conduct a workshop. The Fundraising
Chairperson keeps this master list and continually updates Registration personnel,
Information Marketplace and Trade Show Chairs, Program Chairs, Tour Chairs and
Workshop Chairs of this list.

All sponsorships, regardless of the forms or procedures required by the sponsor, might
require a cash flow budget and receipts for documentation of expenses/payments.

Close follow up with potential sponsors is critical to ensure they honor their pledges.

A number of organizations that would sponsor the Congress and participate in the
exhibitions will not participate when the Congress is converted to complete virtual.

It is essential to send formal thank you letters to all sponsors/supporters after the
conclusion of the Congress. See Appendix K.

INTERNATIONAL DELEGATE SUPPORT SUBCOMMITTEE UNDER FINANCE
COMMITTEE

Speakers

The Budget Committee will inform the Program Committee and the Delegate Support
Committee of the total figure of funds available for Keynote/ Invited Speakers and
Delegate Support.

Based upon number of Keynote/Invited Speakers and the categories of support as
determined by the Program Committee, the Program Committee will prepare a list of
recipients of these funds and the amount offered to each.

At the time of inviting speakers, the Program committee will make every effort to
encourage speakers to obtain their own support for travel and associated congress
expenses. If speakers are not able to provide their own support they will then be
considered for sponsorship.

The Program committee will inform each of these speakers of the decision for
sponsorship and, after agreement from the speakers, will turn the list over to the Chair of
the Delegate Sponsorship Process and Finance Chair at least 12 months before the
Congress.

The Program Committee will also remind them of the Visa acquisition process.

Revised 1 August 2023 Page | 64


https://rangelandcongress.org/future-congresses/congress-planning-guidelines/

International Rangeland Congress Planning guidelines

Delegate Support

The International Delegate Support subcommittee is responsible for promoting and receiving
applications to support in-person delegate attendance at the Congress, including designing and
implementing an equitable process of selecting delegates to receive funding. The LOC may
decide that the International Delegate Support subcommittee is also responsible for international
fundraising to be used in delegate support.

The deadline for delegate sponsorship application should be at least 6 months before the
congress. The decision on sponsorship should be sent to the delegates as soon as possible
in order to provide enough time to get the necessary travel documentations.

Congress Secretariat will be receiving applications from delegates. Congress Secretariat
will send all applications immediately upon receipt to the Chair of the Delegate
Sponsorship Process who will have an international committee assist with allocation of
funds.

Delegate Support is used to encourage as many delegates to attend as possible thus a
smaller subsidy to a great many delegates is preferable to a large subsidy to only a few
delegates.

It is suggested that the IRC provide funds to support and encourage more people from
developing countries to be able to participate in congresses and meetings.

Depending upon the number of delegates applying for sponsorship and the amount of
available sponsorship funds the sponsorship levels may have to be changed. Three levels
of sponsorship are usually established:

o Priority Level One — Congress Registration only
o Priority Level Two — Congress registration and partial accommodation

o Priority Level Three — Congress registration, partial accommodation and
contribution towards travel of up to perhaps $US800.

Selection Process:
Address Priority Level One for all applicants. Strive for balance in:
a. Need (e.g. Unable to access sponsorship from others)

b. Potential to contribute to congress through presentation of paper/poster, serving
on Continuing Committee, etc.

c. More support for delegates from the least developed countries (based on United
Nations designation)

If additional funds exist after allocating Priority Level One funding to all applicants, use
the same criteria as listed in step 1 above to allocate Priority Level Two funding (partial
accommodation on top of what they have already received from step 1 above, which was
congress registration).
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If additional funds still exist use same process to allocate for Priority Level Three
(contribution towards travel on top of what they have received from Priority Levels One
and Two).

Delegate Support selection process must be completed 6 months before the congress.
Emails outlining the outcome of the Delegate Support process should be sent early to
those who need this; and again, as soon as application close at 6 months before the
Congress. These emails should also remind successful delegates of visa acquisition
process.

Upon the decision of the delegate sponsorship evaluation committee the delegate will be
informed of the amount of sponsorship available.

The delegate will be required to sign an agreement form that they will attend the congress
using designated funds.

The Chair of the Delegate Selection Process will explain to the recipients that cash
assistance for travel reimbursement will be paid to the delegate upon arrival and
registering at the Congress.

Funds for accommodation should be paid directly to the supplier.

Delegates will need to approach their own organization, NGO or other aid agency to
support their pre-purchase for travel.

See suggested Delegate Support Application (Appendix L). Application must be on
website 18 months before the congress.

International Assistance to Local Organizing Committee

With adequate planning on the part of the Local Organizing Committee, most assistance
can be received while in attendance at previous congresses or by electronic means
thereafter. The bid has been accepted on the basis of the Host Country having the
experience and capacity to conduct the congress on their own, with advice by mail or
electronically with colleagues from around the world.

Any travel needed by advisors from around the world to the Host Country must be built
into the budget.
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PUBLICITY SUBCOMMITTEE
The publicity committee will:

Be responsible for developing and sending out the various announcements/call for
papers/press releases as previously outlined.

Be responsible for the development of the conference web site with the web master.

IRC will update the email list of potential delegates from around the world following
mass mailings.

Be responsible for contacting host country press and news reporters to cover the
highlights of the congress for the host country media.

Work with the members of the IRC Continuing Committee to submit press releases to
relevant scientific, producer and industry news letters/ journals around the world for free
publicity on the Congress.

Be responsible for submitting promotional news items to all the major international
scientific societies and related organizations whose membership might be potential
delegates. This information should be posted on the society’s web site and emails to their
membership.

Be responsible for organizing a congress promotional display booth or information at
scientific meetings such as the Society for Range Management Annual Meeting, the
Australian Rangeland Society, New Zealand Grassland Society, South African Rangeland
Society, China Grassland Society, British Grassland Society, and Ecological Society of
America etc. etc.

Be responsible for a Daily Newsletter during the Congress.

The second announcement is sent to the IRC master email mailing list. It will contain
information on the congress program, including subject areas, and a few details on
anticipated tours.

Ensure Tours are promoted at least 12 months before the Congress. Delegates will be
asked to finalized Tours 6 months BEFORE the Congress, to allow for some tours to be
cancelled or amalgamated.

Pre-recording all presentations is very useful for virtual congresses, especially where
internet connectivity is unstable, as well as in-person congresses as a means of
backstopping. Good internet connectivity is critical for the smooth implementation of a
virtual congress.

Integrating different media types is important in disseminating congress information to
enhance wider participation

Employing good and effective robust ICT platforms such as Dryfta and creating an
interactive website is key to hosting a virtual Congress.

Some scientists participating in the congress do not engage on social media tools such as
Twitter and Facebook.
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e Plans should always be made in advance on how to migrate information/data bases in the
contracted online systems to local systems after the event for future reference.

Assistance with Publicity
e Itisadvisable that the IRC Continuing Committee be involved in the dissemination of
information and publicity for the congress. In addition, past congresses have found it
useful to develop a list of representatives from countries around the world who would
assist with publicity about the congress in their home country. The Secretariat would
pass any news flashes on to these representatives who would in turn pass the information

on to potential delegates in that country or region.

e Worth consideration is a special booklet produced on the Rangeland Resources of the
host country which could be included in delegate packets. Contact FAO for potential

interest in the production of this publication.

Revised 1 August 2023 Page | 68


https://rangelandcongress.org/future-congresses/congress-planning-guidelines/

International Rangeland Congress Planning guidelines

APPENDICES

Appendix A — Hotel information request

Appendix B — Hotel inspection checklist

Appendix C — Agreement between hotel and LOC

Appendix D - Template letter of request to review paper

Appendix E — Oral presentation guidelines

Appendix F — Keynote presentations: Instructions for pre-recorded oral keynote presentations
Appendix G — Oral presentations: Instructions for pre-recorded oral presentations

Appendix H — Poster design and preparation guidelines

Appendix 1 has 10 parts. All related to the budget; several interrelate & Sub-committees need to liaise.

Appendix 11 — Budget summary
Appendix 12 — Administration budget
Appendix I3 — Finance budget

Appendix 14 — Sponsorship budget
Appendix I5 — Local arrangements budget
Appendix 16 — Host activities budget
Appendix 17 — Student activities budget
Appendix I8 — Program budget

Appendix 19 — Trade show budget
Appendix 110 — Publicity budget

Appendix J — Kenya 2020 IGC-IRC sponsorship prospectus

Appendix K — Thank you letter to sponsors
Appendix L — Delegate support application
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APPENDIX A HOTEL INFORMATION REQUEST

HOTEL INFORMATION REQUEST

Property Name

Contact Person

Physical Address

Mailing Address

Phone Fax Email

Web site

Property Information (complete all that apply)

Year Property Built No. of Floors No. Rooms No. Suites
No. Non-Smoking Rooms No. Disability Accessible Rooms
Last Year of Guest Room Renovation Last Year of Public Space Renovation

Any Planned Renovation

Type of Properly (check all that apply)

O Al Suites U Corporate Transient U Meeting/Convention U Resort

U Extended Stay/Residential U Conference Center O Full Service U Limited Service
Market Tier

O Luxury U Upscale U Moderate U Economy U Budget

Property Location
O Airport U Rural U Suburban {1 Downtown/City Center [ Resort

Property Ownership & Management (check all that apply)
Chain owned: O Yes U No

If no, name of owners

Management Company

Revised 1 August 2023 Page | 70


https://rangelandcongress.org/future-congresses/congress-planning-guidelines/

International Rangeland Congress Planning guidelines

Franchise: U Yes U No

AAA Diamond 1 2 3 4 5 Notrated
Mobil Stars 1 2 3 4 5 Notrated
Other ratings (specify)

Transportation & Parking (complete all that apply)

Airport #1

Name 3-Letter Code
Distance from property (miles) Travel time/Rush hour Travel time/Non-rush hour
Complimentary shuttle: O Yes U No Estimated Cost for Taxi (each way)

Alternative mode of transportation Costeach way___

Driving directions

Parking spaces at property Charges for: Self-parking Valet_

Taxes, Service and/or Gratuity Charges (check all that apply)

Current room tax is % plus $ occupancy tax. There currently (is L is not a ballot initiative in the next
election to raise that tax.

Thereisa [ gratuity [ service charge of % on group food & beverage. This is taxed at %

Facilities/Services on Property (check all that apply)

Cocktail Lounge

24-hour Room Service or 1 Room service starttime _ end time

Safety Deposit Boxes/Lobby Area

Express Check In/Out

Video Review Check Out

Full Business Center ~ Hours___am.to__ pm. W M-F O 7 Days/Week
Gift Shop/Newsstand ~ Hours__am.to__ pm. W M-F U 7 Days/Week
Full Service Health Club  Hours___am.to_ pm. D M-F O 7 Days/Week

Laundry/Valet Service (check appropriate responses)
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U On-property [ Sent out

Circle service: 5 days/week 6 days/week 7 days/week Overnight
Shoe Shine Service

Swimming Pool U Indoor O Outdoor

Airline Desk(s)  Please specify:

Planning guidelines

Car Rental Desk(s)  Please specify:

ATM  (Usefeeis$_ )

Evening Turndown Service O All Guests  VIPs only
Golf Course

Tennis Courts and/or Racquet Ball Courts

Other

Guest Rooms (check all that apply)
Safe

Working desks with outlets above floor

Voice Mail U Personalized Voice Mail

Two-line phones/AllRooms [ Two-line Phones/Concierge or Spedialized rooms only

Data Ports on all phones U Digital or analog phone lines

Phone in bathroom/All Rooms [ Phone in bathroom/Concierge or Specialized rooms only

Access Charges:

U Local Phone Calls U Toll-free Calls

AM/FM Radio

O with cassette player [ with CD player

Color TV 0 Remote control TV Q) Cable/Satellite TV

All news cable channel U Weather channel [ Other special channels

In-room movies on demand

In-room VCR

Iron/ironing Board

Mini-bar U Refrigerator

Coffee/Tea Maker L Daily complimentary coffee/tea
Free Daily newspaper delivered to room

Reservations & Check In/Out (check all that apply)

Reservations may be made through toll-free number. That number is
Toll-free number is accessible throughout U.S.

Toll-free number to residents of same state. That number is
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Number for those outside the U.S. That number is

TTY/TDD number. That number is

Fax number for reservations. That number is

Reservations may be made on-line at http://www.

Email to

All rooms in a group’s room block are released to the toll-free number.

The property has an in-house reservations department.
The reservations department is located off-site.

Check-in time is Check-out time is

Safety & Security (check all that apply)

Smoke detectors in all guest rooms  Hardwired? [ Yes
Smoke detectors in hallways Hardwired? [ Yes
Smoke detectors in public areas Hardwired? [ Yes
Audible smoke detectors

Visual alarms for hearing impaired

Sprinklers in all guest rooms

Sprinklers in hallways

Sprinklers in public areas

Fire extinguishers in hallways

Automatic fire doors

Auto link to fire station

Auto recall elevators

Ventilated stairwells

Emergency maps in guest rooms/hallways

Emergency information in all guest rooms

Emergency lighting

Safety chain on doors

Doors with view ports (peep holes)

Deadbolts on all guest room doors

Restricted access to guest room floors

Property has defibrillators

Staff trained to use defibrillators How many per shift
Staff trained in CPR How many per shift
Staff trained in first aid How many per shift

Secondary locks on guest room glass doors
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Room balconies accessible by adjoining rooms/balconies
Primary guest room entrance accessible by interior corridor/atrium
Guest room accessible by exterior entrance only

Guest room windows open

Uniformed security

24-hour security throughout hotel ~ Number of staff
Public address system

Video surveillance in public areas/elevators

Video surveillance at entrances

Video surveillance in hallways

Staff trained in issuance of duplicate keys/cards

Emergency power source

SOPs for power outages

Emergency call response time in minutes to your property

Does property have an emergency evacuation plan O Yes U No

How often does property conduct emergency evacuation drills

Nearest police stations (blocks/miles)

Does hotel comply with all Country/State/Local fire laws 1 Yes [ No
Non-U.S. hotels please complete the following:

Address of American Embassy in your city/country

Phone number for American Embassy

Staff and Staffing (check all that apply)

Average length of employment at this property:
Management staff years Line staff years

Staff organized for purpose of collective bargaining. (Please list unions and staff positions, contract renewal dates on sep arate
sheet.)

Policies and Miscellaneous Charges (check all that apply)

Credit cards are charged when reservation is made.

Guest may cancel guaranteed reservations without penalty charge

U to 4 p.m. day of arrival [ to 6 p.m. day of arrival  (d 24 hours [ 48 hours [ 72 hours
U Other

Guest substitutions A are [ are not allowed without penalty to group and/or individual.

Revised 1 August 2023 Page | 74


https://rangelandcongress.org/future-congresses/congress-planning-guidelines/

International Rangeland Congress Planning guidelines

Extended stays (based on availability) are allowed at no additional charge.
The property charges $__ per page for receipt of faxes.

The property charges $__ per page to send faxes.

The property charges $__ for delivery of packages.

The property charges $__ for property to send packages.

The property charges $___to deliver packages to individual or group.

If a resort, a resort fee of is charges which covers:

The property does charge an energy surcharge of §__ per room per night. This charge W is L is not taxed.

Environmental Issues (check all that apply)

Our property recycles the following materials:

O Papers U Plastic [ Metals

Our property provides a way for guests to recycle.

We ask guests to use their towels and/or have their beds changed every other day.

Other areas we protect the environment are:

Other Groups (check all that apply)
During the group’s preferred dates, the other events confirmed in the city are:

During the group’s preferred dates, the other events confirmed in the property are:

City/County Labor Issues

Note any groups organized for the purpose of collective bargaining in the city or county whose contract deadlines are two (2)
months on either side of the preferred dates, and their history of labor actions:
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Audio Visual Equipment (check all that apply)

The in-house or recommended company is

The facility has the ability to negotiate prices on behalf of the AV company. Yes U No
A discount of % off list prices can be offered for A/V equipment for the meeting.

The service charge is %. It Qis Wis not taxed. If yes, at %.

If an outside A/V company is used, the property (L does L does not charge a fee. This fee is $

Operations and Technology (check all that apply)

Our sales/convention services staff use word processing software, Version

Sales and convention services personnel use email. dYes WNo
Email addresses are:

Sales

Convention/Catering Services

Reservations
Sales and convention services have web access. QYes WNo
Reservations are fully automates and can respond by email. UYes UNo

Our web site address is

Group/meeting reservations can be made on line. dyes ONo

Form completed by:

Signature

Printed Name/Title

Phone:

Fax:

Email
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HOTEL INSPECTION CHECKLIST

Hotel Name:

Planning guidelines

Address/City/State/Zip:

Contact Name:

Phone:

Email:

Rate the

PRODUCT:

Rate the PRODUCT:
Policies & Procedures

Rate the PEOPLE

Requirements
SPECIFIC to our
needs:

Physical Plant

Q Appearance, renovations?
planned?

L Porterage fee:

L Appearance,
renovations? planned?

QL Lighting, ventilation

L Parking fee or free?

L Appearance,
renovations? planned?

Q) Condition of elevators

Q Early arrival check-in?

Q Appearance,
renovations? planned?

L Accessibility (general &
ADA)

Q “Green"” policies

L Appearance,
renovations? planned?

Q Sleeping room
configurations

O A/V equipment: internal
or external?

L Appearance,
renovations? planned?

1 Overall cleanliness

U Property technologically
equipped?

L Appearance,
renovations? planned?

L Restaurant(s) on site?

Q Technology available &
useful

L Appearance,
renovations? planned?

L) Meeting space
accessibility/location

L Room service hours:

L Appearance,
renovations? planned?

Q Separate registration
area

L Food & beverage:
variety

L Appearance,
renovations? planned?

1 Break areas

U Food & beverage:
pricing

L Appearance,
renovations? Planned?

o 0 o 00 0 O O O O
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L Sound/lighting/electrical
outlets

O Liquor service:
insured/trained

L Appearance,
renovations? planned?

L Sound proofing

[ Fees for fitness center:

L Appearance,
renovations? planned?

L Storage

) staff training: issuance
of keys

L Appearance,
renovations? planned?

U Restroom locations

L Safety training: fire/first
aid/CPR?

L Appearance,
renovations? planned?

L Storage capabilities

L Union property: Yes/No

L Appearance,
renovations? planned?

L Capacities/dimensions of
space

( Front office staffing
policies

L Appearance,
renovations? planned?

L Overall safety/security

L Housekeeping staffing
policies

L Appearance,
renovations? planned?

O Guest room
safety/security

L Oversold policies

L Appearance,
renovations? planned?

L Emergency power
sources

L Credit card policies

L Appearance,
renovations? planned?

O Smoke L Other groups booked: L Appearance,
detectors/sprinklers hotel/city renovations? planned?
L Outlets/recreational L Risk management L Appearance,
opportunities policies renovations? planned?
Q Parking Q Credit policies Q Appearance,

renovations? planned?

L Airport transportation

O current
taxes/surcharges/extra fees

L Appearance,
renovations? planned?

o 00000 00 O O] O O O
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APPENDIX C AGREEMENT BETWEEN (HOTEL) AND LOC

AGREEMENT BETWEEN (HOTEL) AND LOC (IRC Local Organizing Committee)

INTRODUCTION

The following terms and conditions will serve as the agreement between the IRC Local
Organizing Committee (hereinafter referred to as IRC) and the (Hotel name) (hereinafter referred
to as Hotel) for the IRC Congress (hereinafter referred to as the "Event").

IRC desired to engage the facilities and services of the Hotel and Hotel agrees to furnish
facilities and services as stated in this Agreement to accommodate IRC for the Event.

When signed by authorized representatives of both parties, this Agreement will constitute a firm
contract between IRC and Hotel. Any changes to this Agreement must be made in writing and
signed by authorized representatives of both parties.

EVENT DATES

Hotel agrees to hold the following dates on a definite basis for the Event:
«MtgDates»

ROOM BLOCK

Hotel has reserved the following sleeping rooms for the event:

DAY FRI SAT |SUN |MON | TUE |WED | THU | FRI SAT | TOTAL
DATE
BLOCK

IRC will be due damages equal to the group’s average room rate on the number of rooms taken
away prior to the cutoff date. If the Hotel does not provide 70 percent of the contracted room
block, IRC may terminate its obligations to the Hotel without liability and hold the Hotel liable
for breach of contract.

IRC has the right to cancel this Agreement if the Hotel goes into bankruptcy or creditor
reorganization.

GROUP RATES

The sleeping room rates stated below are guaranteed rates for the dates of the meeting in «Year».
These rates will apply three days prior and three day immediately following the actual meeting
dates.
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«MtgDates»

All rates are subject to applicable city and state taxes at the time of arrival; currently
«LocalTax».

SLEEPING ROOM RESERVATION PROCEDURES

Reservations and rooming lists should be directed to the attention of the Hotel’s
Housing Directors, at: Phone: «Ph»; Fax: «Fax» or Email: «Email». Individuals
reservations can be made directly with the Hotel’s Reservation Department. For IRC’s
convenience, and 800 number has been established for guest reservations at (800)
«M_800».

Hotel agrees to send, at no charge, a confirmation of reservations and/or reservation
changes to each registered guest within seven (7) days of receipt of such information.

Name changes to room reservations may be made prior to arrival at no charge,
provided there is no change to arrival and departure dates.

A deposit equal to one night’s stay is required to hold each individual’s reservation after
6:00 p.m. on the night of arrival. Personal check, money order, or valid MasterCard,
Visa, American Express, Diners Club, Discover or Carte Blanche card number and
expiration date are acceptable. Should a guest cancel a reservation, the deposit will be
refunded if notice is received at least two (2) business days prior to arrival, and a
cancellation number is obtained. IRC is not responsible for any individual sleeping room
charges unless agreed upon prior to the Event by IRC.

CHECKIN/CHECK OUT

Check in timeis 3:00 p.m. Individuals may be checked in earlier depending on occupancy levels
and availability of “ready” rooms. Check out time is 1:00 p.m.

Hotel agrees to hold the block of rooms specified in this agreement until «<RmBIKEndDate». At
that time, rooms not covered by a rooming list or individual reservations will be released for sale
by Hotel. Hotel will continue to accept reservations from attendees after this date subject to
availability, at group rates. Any reservation accepted for the Event after the cut-off date will be
credited to the overall room usage.

REVIEW OF ROOM BLOCK

Prior to the Event, IRC and the Hotel reserve the right to renegotiate the room block.
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RESERVATIONS/“WALKING”

If the reservations are not honored:

1. Obligation of the Hotel to obtain, at no charge to the walked guest, a room at an
equivalent or better hotel (based on an independent rating system such as the AAA or
Mobile Guide) in the closest possible proximity.

2. Obligation to continue such arrangements for each night the guest’s reservation is not
honored.

3. Obligation to provide at no cost or to reimburse for transportation to/from the substitute
hotel and functions and the reserved hotel on demand.

Letter of apology from the general manager and an in-room amenity.

If the reserved room becomes available after more than two (2) days, the walked guest
reserves the right to stay at the substitute hotel or go to the guaranteed property at no
cost.

6. An additional complimentary room night will be credited to the IRC Master Account to
compensate for the disruption of the meeting caused by the failure to provide the
guaranteed room.

7. The Hotel, if aware of a potential need to walk attendees, is to notify IRC as soon as
possible to discuss alternatives and other particulars (i.e., who must not be walked under
any circumstances).

When guests leave early, Hotel may charge an early departure fee. At check-in, guests may be
asked to confirm the date of departure. At that point, they are also informed that if they leave
earlier, they must pay a fee. This becomes a contract between the Hotel and the individual guest.

In the event of a no-show, the Hotel will retain the first night’s room deposit. When a guest stays
beyond the scheduled departure, the Hotel may be empowered to change the rate for the room or
even evict the hotel from the room.

COMPLIMENTARY ROOM POLICY

One (1) sleeping room will be provided on a complimentary basis for every 40 sleeping rooms
occupied on a cumulative basis to be calculated on the Event’s total room nights and divided by
40. Complimentary rooms may be used during the actual event dates, or unutilized rooms may
be credited to the IRC Master Account at the single room rate, exclusive of any tax, service or
other charges, at the option of IRC.

At IRC’s request, Hotel’s in-house guest list will be compared with IRC’s registration list. Any
guest room occupied by an individual on IRC’s registration list, but not coded to IRC within the
Hotel’s system, will be credited to IRC’s room pickup. Hotel staff may compare the lists or
permitan IRC representative to do so. In the latter case, IRC will maintain the confidentiality of
such list.
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SPECIAL CONSIDERATIONS

Hotel agrees to offer the following during the meeting dates:
1. Complimentary Airport Shuttle
2. Complimentary Valet and Self-Parking
3. Complimentary First Class Health Facilities
4. Complimentary Presidential Suite
5. Three (3) Complimentary One Bedroom Suites

In addition, Hotel will provide 20 complimentary single rooms for use over the course of
planning the meeting from <date> through <date>.

REPORT OF EVENT

Hotel agrees to provide a full report of the Event to IRC within thirty (30) days after the
conclusion of the event. This report will include, but will not be limited to, room pick-up,
cancellations and no-show count.

MEETING/BANQUET SPACE REQUIREMENTS

All meeting room space will be held for IRC during the dates of «MtgDates». Final agenda is
due six months prior to the Event, after which unassigned space will be released to the Hotel.

CATERING

There will be no special labor or service fee(s) for any IRC food and/or beverage
function. Attached as Appendix A are Hotel’s food and beverage prices in effect for the
dates of the meeting.

MEETING ROOM RENTAL CHARGE

The meeting and banquet space as outlined in this Agreement will be complimentary, including
all exhibit booth space.
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EXHIBITOR CONTRACT

A copy of IRC’s proposed exhibitor’s contract must be submitted to Hotel’s Convention Services
Department prior to its printing and distribution, to ensure that the Hotel is protected and that
exhibitors have received complete information and instructions, as well as rules and regulations
governing exhibits at the Hotel. The exhibitors contract must include the following “Hold
Harmless Clause™:

“The exhibitor assumes the entire responsibility and liability for losses, damages, and claims
arising out of exhibitor’s activities on the Hotel premises and will indemnify, defend and hold
harmless the Hotel, its agents, servants and employees from any and all such losses, damages
and claims.”

The Hotel will not be responsible or liable for any loss, damage or claims arising out of
exhibitor’s activities on the Hotel premises except any claims, loss, or damages arising directly
from its negligence.

AUDIO-VISUAL SERVICES
Audio-visual equipment contracted through the Hotel will be in the meeting room and operative
at the start of the meeting, or the rental charge will be waived.

FOOD/ALCOHOL
The Hotel will allow IRC to bring in donated agricultural products for special events.
SECURITY

Should IRC require security, the Hotel’s Convention Services Department will assist in securing
these arrangements.

CREDIT ARRANGEMENTS

In order to establish credit with Hotel for the purpose of direct billing IRC shall complete the
credit application form enclosed. This application must be completed and returned to the Hotel
Credit Manager, no later than 90 days prior to the event.

Any remaining balance on the Master Account will be due upon receipt of an invoice from
Hotel. In the event that any charges remain unpaid after thirty (30) days from the date of invoice,
IRC agrees to pay Hotel a late payment penalty equal to 1-1/2% per month on the remaining
balance until paid in full.

MASTER ACCOUNT
Hotel must be notified in writing at least thirty (30) days prior to arrival of the authorized
signatures and the charges that are to be posted to the Master Account.
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CANCELLATION

If IRC cancels the Event or moves the Event to another city or facility, such decision shall
constitute a breach of its obligation to Hotel. Should the event not be held at Hotel or be
cancelled, IRC will pay Hotel, as liquidated damages for the following amount:

More than 24 months 10% of the total room revenue
23 months to 18 months 20% of the total room revenue
17 months to 12 months 30% of the total room revenue
11 months to 7 months 50% of the total room revenue
6 months to 5 months 75% of the total room revenue
4 months to arrival 100% of the total room revenue

In the event of cancellation by IRC, Hotel will use its best efforts to resell the cancelled sleeping
rooms and/or function space and credit those revenues against liquidated damages in an amount
not to exceed the full amount of such damages. Liquidated damages, it any shall be dues and
payable thirty (30) days after the event dates.

In the event of closure or cancellation by the Hotel, the Hotel shall pay IRC the same liquidated
damages as stated above and Hotel will pay for all relocation costs including sleeping room and
meeting room costs over and above those provided by this Agreement and associated shuttle
costs.

CONSTRUCTION

The Hotel shall promptly notify IRC of any construction or remodeling to be performed in Hotel
prior to or over the Event dates and Hotel warrants that any such construction and remodeling
shall not interfere with IRC’s use of Hotel. Should construction be determined by IRC to
interfere with the Event, IRC will be considered to have justifiable reasons to cancel without
prejudice or penalty from Hotel and Hotel will incur all cost associated with the change of venue.
In addition, should Hotel be sold, this contract commitment will be honored.

CONDITION OF PREMISES

Hotel will insure that the property is in the same or better condition than it was at the
time this contract is signed and will maintain its current “star” or “diamond” rating by

any specified rating service. Failure to maintain that status is grounds for terminating
this contract by IRC.

FORCE MAJEURE

A delay in or failure of either IRC or Hotel to perform its obligations as described herein,
shall not constitute default under this Agreement nor give rise to any claim for damage
if and to the extent such delay or failure is caused by occurrences, whether direct or
indirect, reasonably beyond the control for the party affected, including, but not limited
to: acts of God, war, government regulations, disaster, strikes, civil disorder,
curtailment of transportation facilities, or other emergency that makes the Agreement
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inadvisable, illegal or if it is impossible to provide the facility, or hold the event.
Termination pursuant to this section shall be by written notice provided thirty (30) days
after the Event giving rise to cancellation in accordance with the provision.

INSURANCE AND INDEMNIFICATION

Hotel and IRC each agrees to carry adequate liability and other insurance protecting it
against any claims arising from any activities conducted in the Hotel during the Event.
Each party hereby indemnifies and holds the other harmless from any loss, liability, cost
or damages arising from actual or threatened claims or causes of action resulting from
the negligence of such party or its respective officers, directors, employees, agents,
contractors, members, or participants as applicable.

ATTORNEY FEES AND INTEREST
If any issue requires an attorney’s involvement, the prevailing party may recover all
attorney fees, as well as interest in the contested amount.

THIRD PARTY INVOLVEMENT

Rates quoted by Hotel in this Agreement do not include commissions or fees to any
professional meeting planning companies. If IRC intends to contract with a third party,
Hotel reserves the right to add commissions or fees to the rates already quoted in this
Agreement.

ACCEPTANCE

The outlined format and dates are being held on a First-Option basis until «OptDate».
Upon receipt of this Agreement by Hotel, IRC will be placed on a definite basis and the
Agreement will be binding upon Hotel and IRC. If a commitment cannot be made prior
to «OptDate», the Agreement will revert to a Second-Option basis or the arrangements
may be released. At such time neither party will have any obligations under the
Agreement.

ENTIRE AGREEMENT
This Agreement contains all of the terms and conditions agreed upon by the parties and
no other Agreements, oral or otherwise, shall be binding upon said parties.

«Hotel» IRC Local Organizing Committee

Date Date
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APPENDIX D TEMPLATE LETTER OF REQUEST TO REVIEW PAPER

TEMPLATE LETTER OF REQUEST TO REVIEW PAPER

Dear prospective reviewer,

We are honored to invite you to participate in the peer review process of the papers submitted for
the IRC conference. You have been recommended by the International Scientific Committee as a
voluntary reviewer of the papers submitted for the theme of

Reviewers will undertake the reviewing task as a voluntary service to their profession. The
Organizing Committee will acknowledge this valuable service to the professional community by
publishing the names of all reviewers on the proceedings of the IRC.

The following criteria should be considered in reviewing the papers:
e Suitability for the theme

e Academic merit (Appropriately chosen and documented methods; logical presentation
and analysis of results, findings, inferences and conclusions; novelty and significance of
the work, and implications for practices, policies or further research.)

e Standard of writing (Clear and logical presentation, appropriate style, freedom from
errors, ease of reading, correct English grammar and spelling, use of conformance with
specifications for referencing, length and format details.)

e Priority is to include papers from around the world.
Reviewers are asked for summative judgments on acceptance of a paper:
e Accept as is (minor corrections can be made by the reviewer)

e Accept with minor revisions to be made by the author(s) (please specify using Track
Changes mode in MS Word)

e Accept after major revisions (specify using Track Changes mode in MS Word)

e Reject (specify the major reason)

Reviewers are also asked to be very careful when giving reject judgment to a paper. The number
of rejected papers should be minimized.

Each reviewer is expected to review some 30 to50 papers of one-page-length (A4 size), and to
accomplish the review task and return all the reviewed papers by

We sincerely hope you will accept our invitation to join the review process. Please let us know
by sending a confirming email whether you are willing to do the review.
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APPENDIX E ORAL PRESENTATION GUIDELINES

The Quality Depends on You!

It is an honor to present a paper at IRC Congresses. The audience expects quality
presentations from speakers. Unfortunately, many of us in technical areas are not
educated in making concise, effective presentations. We tend to emphasize technical
accuracy and detail over the effective presentation of our information. The audience’s
opinion of you and your institution depends on both the content and the presentation of
your paper. The following suggestions provide information that will aid you in slide
preparation and presentation.

Slide Presentations
1. Convey only one main idea per slide.
2. Express ideas first pictorially in illustrations, cartoons, photos, or diagrams.

3. Graphs, charts, or diagrams are preferable over tables and words for
understanding complicated data.

4. If words are necessary, use concise phrases with abbreviated symbols instead of
sentences. In a 15-minute talk a good general rule is to plan to present 4 to 5
points.

5. Instead of one complex slide, make several simplified slides with a conclusion
slide describing the over-all concept.

6. General interest in your talk by:
7. Using slides with contrasting colors.

8. Minimize clutter. If you introduce a slide by saying, “You may not be able to read
this, but...,” please, do not show it. Get another slide.

9. An excellent brochure entitled “Effective Lecture Slides” is available from Kodak,
Pamphlet No.S-22, Photo Information, Department 84’, Rochester, NY 14650 or
phone Ed. Division (716)724-4000 for further information.

10.Several rehearsals should insure a smooth presentation and made sure the 15-
minute time limit is easy to observe. The IRC always provides
preparation/practice rooms.

11. Allow time for questions at the end of your presentation, and please restate the
question before answering.

REMEMBER TALK TO THE AUDIENCE NOT THE SCREEN!!!
COBBLED UP SLIDES OR OVERHEADS ARE NOT EFFECTIVE.
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APPENDIXF KEYNOTE SPEAKERS: INSTRUCTIONS FOR PRE-RECORDED ORAL
KEYNOTE PRESENTATIONS

KEYNOTE SPEAKERS: INSTRUCTIONS FOR PRE-RECORDED ORAL KEYNOTE
PRESENTATIONS

Joint

XXIV International Grassland Congress
XI International Rangeland Congress
23-29 October 2021, Nairobi, Kenya

INTERNATIONAL GRASSLAND & RANGELAND

CONGRESS

Introduction KENYA 2021
As you know, the Covid-19 situation has made it necessary

that the Joint IGC/IRC be held virtually rather than in-
person. Authors making oral presentations will need to pre-
record their presentation to be played at the Congress. The
video files will be made available to participants "on demand" in the Congress media library. The
videos can then be viewed at any time. During the scheduled times of the concurrent sessions,
the speakers will only be available in a Zoom call for discussions, questions and answers.

Presenting authors will still have their paper published in the Proceedings, and registration for
the Congress will be required for all presenting authors.

Recording Your Presentation
Your presentation should take no longer than 20 minutes — please be strict with this. Questions
will be after the 2 or 3 other Keynote presentations in your session.

There are different ways to make a recording of your slides together with the audio of your
narration.

[1] Zoom: One of the simplest methods is to use Zoom. An explanation of how to do this can be
found here (click to open link).

[2] PowerPoint: Another method is to use PowerPoint, as described below:

1. In Powerpoint, click on DESIGN tab. Click on the SLIDE SIZE button and make sure
that the size is set to Widescreen (ratio 16:9)

2. Prepare your slides and practice your presentation. If your computer does not have a
built-in microphone, you will need to connect a microphone to your computer.

3. On the top menu, under the Slide Show tab, click RECORD SLIDE SHOW. Ensure that
the check boxes for “Slide and animation timings” and “Narrations and laser pointer” are
checked. Click START RECORDING.
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Speak clearly and slowly as you advance through your presentation.

NOTE: Leave a second or two of silence at the beginning and end of each slide.
PowerPoint does not record audio while the presentation transitions from one slides to
another. If you are talking at the same time as clicking to advance to the next slide, some
of your narration will not be recorded.

6. When you reach the final slide click one more time to stop recording.

7. Save your PowerPoint presentation file. The audio will now be embedded in the
PowerPoint file.

8. To check what you have done, play the presentation. You can click the Slide Show icon
at the bottom right of the screen or hit the F5 key. If you are not happy with the
recording, you can repeat the above steps. This will overwrite the audio recording.

9. Important: In the FILE menu click SAVE AS. Save the presentation as an mp.4 file
(rather than a .pptx).

10. Upload the file (mp.4 format) on the conference web site. See below for more detailed
instructions for uploading.

A more detailed explanation of this method is available from Microsoft here.

Alternatively, you may use another method to record your presentation in .mov or .mp4 file
format. No other file types will be accepted—presentation files must be .mov or .mp4 files.

Please use a screen size ratio of 16:9

Filename
Please name the file of your recorded presentation with your surname and a key word from your
title. For example: smith-grazing.mp4.

Uploading Your Recorded Presentation

(To be confirmed by LOC who will provide a due date)

Submissions of pre-recorded presentations is to be done through the congress web site
(https://igandircongress2021.dryfta.com).

Navigate to the site, this will take you to the login page.

Log into your account using your email and password.
Click “My Abstracts” on the left hand side menu or the green “My Abstracts” button.
A new page will open listing the titles of your abstracts.

Click on the submission title (blue in color) of the presentation you’d like to upload the pre-
recording of.

A new page will open with your submission information.
Scroll down the page and click the browse button titled “Upload Pre-recorded Presentation”

IMPORTANT: After the file has been uploaded, click “Update” button at the bottom of the
page.
Also, remember to register for the Congress!
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APPENDIX G ORAL PRESENTATIONS

Joint

XXIV International Grassland Congress
XI International Rangeland Congress
23-29 October 2021, Nairobi, Kenya

INTERNATIONAL GRASSLAND & RANGELAND
Instructions for pre-recorded CONGRESS
oral presentations KENYA 2021

Introduction

As you know, the Covid-19 situation has made it necessary
that the Joint IGC/IRC be held virtually rather than in-
person. Authors making oral presentations will need to pre-record their presentation to be played
at the Congress. The video files will be made available to participants "on demand" in the
Congress media library. The videos can then be viewed at any time. During the scheduled times
of the concurrent sessions, the speakers will only be available in a Zoom call for discussions,
questions and answers.

Presenting authors will still have their paper published in the Proceedings, and registration for
the Congress will be required for all presenting authors.

Recording Your Presentation
There are different ways to make a recording of your slides together with the audio of your
narration.

e Zoom: One of the simplest methods is to use Zoom. An explanation of how to do this
can be found here.

e PowerPoint: Another method, which we describe below, is to use PowerPoint itself.

1. Prepare your slides and practice your presentation. Ensure that your presentation takes
no longer than 12.5 minutes. Be strict with yourself about this. If your recorded
presentation is longer than this, the replay of your presentation will simply be turned
off at the 12.5 minute mark and the audience will miss your final remarks.

2. If your computer does not have a built-in microphone, you will need to connect a
microphone to your computer.

3. On the top menu, under the Slide Show tab, click Record Slide Show. Ensure that the

check boxes for “Slide and animation timings” and “Narrations and laser pointer” are
checked. Click START RECORDING.

4. Speak clearly and slowly as you advance through your presentation. NOTE: Leave a
second or two of silence at the beginning and end of each slide. PowerPoint does not
record audio while the presentation transitions from one slides to another. If you are
talking at the same time as clicking to advance to the next slide, some of your narration
will not be recorded.
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5. When you reach the final slide click one more time to stop recording.

6. Save your PowerPoint presentation file. The audio will now be embedded in the
PowerPoint file.

7. To check what you have done, play the presentation. You can click the Slide Show icon
at the bottom right of the screen or hit the F5 key. If you are not happy with the
recording, you can repeat the above steps. This will overwrite the audio recording.

8. Save the presentation as an mp.4 file (rather than a .pptx).

9. Upload the PowerpointPresentation file (mp.4) on the conference web site. See below for
more detailed instructions for uploading.

A more detailed explanation of this method is available from Microsoft here.

Alternatively, you may use another method to record your presentation in .mov or .mp4 file
format. No other file types will be accepted—presentation files must be .mov or .mp4 files.

Filename
Please name the file of your recorded presentation with your surname and a key word from your
title. For example: smith-grazing.mp4.

Uploading Your Recorded Presentation
Submissions of pre-recorded presentations is to be done through the congress web site
(https://igandircongress2021.dryfta.com).

1. Navigate to the site, this will take you to the login page.

2. Log into your account using your email and password.

3. Click “My Abstracts” on the left hand side menu or the green “My Abstracts” button.
4. A new page will open listing the titles of your abstracts.
5

. Click on the submission title (blue in color) of the presentation you’d like to upload the
pre-recording of.

IS

A new page will open with your submission information.

7. Scroll down the page and click the browse button titled “Upload Pre-recorded
Presentation”

8. IMPORTANT: After the file has been uploaded, click “Update” button at the bottom of
the page.

Oral presentations must be uploaded no later than 30 September 2021. (INSERT
APPROPRIATE DATE)

Also, remember to register for the Congress!

The last day to register is 30 September.
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APPENDIX H POSTER DESIGN AND PREPARATION GUIDELINES

POSTER DESIGN AND PREPARATION GUIDELINES
e Please consider the following points when planning and preparing your poster.

o Keep it simple; stick to key points and essential information, use a minimum of text.

e Make it self-explanatory; there will be time when poster is on display without you
present, so be sure it tells a logical, coherent story. Remember, excessive detail hurts
rather than helps in this regard; interested viewers can ask you about particulars during
the formal session.

e Make your poster easy to read. Large lettering, bold, but simple figures, and a clear, easy-
to-follow layout are essential.

The following guidelines offer some practical suggestions for achieving a well-presented poster.

Contents
Your poster should include the following:

Title, followed by name and affiliation of the author(s)

e Introduction — state the problem or area of investigation

e Purpose —what you investigated and why you are presenting this information

e Methods — lab techniques, experimental design, sampling method, etc.

e Results — graphs, photos, artwork, etc.

e Conclusion (Always last) — list finding, summary, interpretation, and implications

Legibility and Readability

Title and Headings:
e Reserve the top 4 inches of your poster for the title, author’s name(s), and affiliation(s).
e Use letters about 1 inch high (ALL CAPS) for the title.
e Use letters about % to 2/3 inches high for authors and affiliations.
e Use letters about 3/8 to 5/8 inches high for headings.

e All text should be legible from 5 feet away. This means a minimum letter size of 3/16 to
Ya inches for all text, including tables, figure captions, and labels.

e Make text upper and lower case.

e Use a sans serif typeface (e.g. Megaron, Helvetica, Letter Gothic); they are easier to read
and look better.
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Use all caps, bold or italic lettering to highlight paragraphs.
Keep adequate “white” space around statements for easier reading.
Remember!! Stick to key points and essential information.

Keep text to a minimum.

Figures, Tables, and Photographs:

Figures can be understood much more easily and quickly than tables; convert all tables to
figures if possible.

Keep figures simple. Use bold lines and large symbols for easy reading from a distance.
Make lines at least 0/8 mm wide, preferably larger (drawing pen sizes 3-7 make lines
ranging from about 0.8 to 2 mm wide). Symbols should be at least 3 mm in diameter.

Each figure should be accompanied by a short line of interpretation that summarized the
“take-home” message of the figure.

Photographs should be clear, and show what they are intended to show. If they don’t,
consider artwork instead.

If you must use a table, keep it simple — just a few row and columns.

Stick to a minimum of 3/15 to Y4 inch lettering in all tables, figure captions, and labels.

Layout and Organization

Poster size will be 4x8 feet. Reserve the top 4 inches of our poster for the title, author’s
name(s), and affiliation(s).

An 8-foot wide poster can accommodate 6 columns 12 to 14 inches wide, or 8 columns of
10 to 11 inches wide. Height of individual panels (e.g. figures, sections of text, etc) do
not need to be uniform in size however, keeping column widths the same size will result
in a more pleasing layout.

Your poster should start with the introduction in the upper left corner and end with the
conclusion in the lower right corner.

Try to avoid using large paragraphs or blocks of text anywhere on your poster. Separate,
individual statements are much easier to read.

Do not crowd your poster. Leave space (or colored borders) around individual panels. Be
generous with “white” space around text within panels.

Production Methods for titles Heading, and Text
Methods vary widely in cost, availability, and time required, Here are some suggestions:

Typesetting produces very high quality results but is probably the most expensive
approach. Smaller type can be used, and then enlarged photographically.

Many computers are equipped with plotters and can produce lettering of appropriate size
and quality. Some high-quality printers may also give good results. But pay attention to
letter darkness and heaviness as well as size; printer output may be light, and plotter lines
tend to be narrow.
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Kroytype machines, which produce various sizes of lettering on clear, adhesive tape, are
good for making titles and headings, but not too feasible for large amounts of text. Titles
probably have to be enlarged photographically or by photocopying.

Press-on lettering can also be used for titles and headings, but extra care is required to
achieve proper letter spacing and alignment.

If all else fails, you can produce adequate text by using a quality typewriter if you have
access to some type of enlargement capabilities (either photographic or photocopy).
Always use a new carbon film ribbon and if possible, a bold or multiple strike option.

Use of Color

Color can be used to help organize your poster and make it easier to read as well as more
attractive.

A backing of colored paper for each panel on the poster (extending about %2 inch beyond
each edge) is an inexpensive and attractive way to highlight material.

Different colors of backing paper or colored bars down the margin(s) can be used for
material in different sections (e.g. methods, results, etc.) to help organize the poster.

Colored tape or yarn stretched between pins and be used at a “pointer” to connect
sections of text with key points of figures.

Colored lines or stripes of tape between columns or rows can help guide the viewer
through the poster in the proper sequence.

Poster Assembly
Posters can be either mounted or unmounted:

Mounted — This gives a more professional look. When mounted, use a lightweight board
approximately 1/16 inch thick. A 10” x 12” panel will fit comfortably in most briefcases.
The title can be cut in 2 or 3 pieces, or scored and folded. You can also mount your
whole poster on one full-size foamcore or poster board backing if you can conveniently
transport it to the meeting.

Unmounted — This is lighter, and panels can be rolled up; a reverse roll will usually fix
the curl.

Be prepared to assemble and hang the poster yourself. We will be using boards covered with
carpet, therefore, you will need an adequate supply of “Hook™ tape (Velcro type). Electricity will
be available, if necessary, but you should bring your own extension cord (at least 25 feet). All
poster boards will be numbered. Each participant will be assigned a poster location when they
check in to set up the poster.
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APPENDIX I1. BUDGET SUMMARY

Planning guidelines

INCOME
Cost Actual
Center Description Proposed as of (date)
ADM Administration
FIN Finance
HST Host Activities
Local
LOC Arrangements
PRO Program
PUB Publicity
SPO Sponsorship
STU Student Activities
TRA Trade Show
APPENDIX 01 - SUMMARY
Total Income
EXPENSE
Cost Proposed Proposed
Center Description Revenue Expenses Net
ADM Administration
APPENDIX I1 -
FIN Finance Summary
HST Host Activities
Revised 1 August 2023 Page | 95



https://rangelandcongress.org/future-congresses/congress-planning-guidelines/

International Rangeland Congress Planning guidelines

Local
LOC Arrangements
PRO Program
PUB Publicity
SPO Sponsorship
STU Student Activities
TRA Trade Show
Total
Expense

Net Annual Income (Loss)
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APPENDIX I2. Administration Budget

Income Actual
Proposed as of (date)

Sponsorship

Total Income

Expense

Administrative - Office Expenses

Postage & Shipping

Telephone & Fax

Other Misc

Other Administrative Expenses

Gratuities

Pre-Conference Planning

Planning Committee Post-Conference Dinner

SRM Office Equipment & Services

Computers/Printers

Copy Machine

Internet Service

Travel Expenses

Staff Travel to Meeting

Meeting Coordinator Pre-Conference
Planning

Other Misc Expenses
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Sponsorship

Postage

Telephone

TOTAL EXPENSE

Net Annual Income(Loss)
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APPENDIX I3. Finance Budget
Income Actual

Proposed as of (date)

Seed Money from HQ

Interest from AM Checking Account

Total Income

Expense

Bank Charges/Fees

Contingency Fund

Office Expenses

Postage

Copying
Supplies

Reimbursement of Seed Money

Total Expense

Net Annual Income(Loss)
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APPENDIX 14. Sponsorship Budget
Income Actual

Proposed as of (date)

Copper

Bronze

Silver
Gold

Platinum

Diamond

Total Income

Expense

Complimentary Booth w/Sponsorship

Complimentary Registration
w/Sponsorship

Special Signage

Office Expenses

Printing

Postage

Supplies

Telephone/Fax

Total Expense

Net Annual Income(Loss)
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Income

Proposed

Actual
as of (date)

Registration Fees

SRM Member Reg/Life - Early

SRM Member Reg/Life - Regular

SRM Emeritus Member - Early

SRM Emeritus Member - Regular

Spouse/Guest - Early

Spouse/Guest - Regular

Non-Member - Early

Non-Member - Regular

Day-Only

Total Income

$0

Expense

Complimentary Registrations

Affiliated Organizations

Invited Speakers/Guests

Staff

Volunteers

Equipment Rental - Registration Desk

Server (1)

Computer Workstations (4)

Printers (4)
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Planning guidelines

High-speed Internet Connection

Registration Other

Computer Network Technician

Credit Card Processing Fees

Clerical Services-Data Entry

Postage

Registration — Promotions

Lapel Pins

Tote Bags

Registration Supplies

Badge Holders/Lanyards

Badge Stock/Designator Ribbons

Special Designation Ribbons

Misc Supplies

Phone-Credit Card Machines

Miscellaneous

Equipment Rental

Computers (4)

Printers (4)

Photocopier

Copies

Radio/Cell Phones
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Scanner

Office

Postage
Copying
Security

Signs

Phone

Misc

Total Expense

Net Annual Income(Loss)
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APPENDIX I6. Host Activities Budget
Income Actual

(Build in 20% profit over cost) Proposed as of (date)

Grand Opening Event

Tour Registration Fees

Technical Tour #1
Technical Tour #2
Technical Tour #3
Companion Tour #1

Companion Tour #2

Companion Tour #3

Banquet Fees

Breakfast/Luncheon Fees

Professional Issues

Past Presidents/Charter Members

Total Income $0

Expense

Technical Tour #1

Bus Transportation

Meals/Refreshments

Technical Tour #2
Bus Transportation
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Meals/Refreshments

Planning guidelines

Technical Tour #2

Bus Transportation

Meals/Refreshments

Companion Tour #1

Bus Transportation

Meals/Refreshments

Admission Fees

Companion Tour #2

Bus Transportation

Meals/Refreshments

Admission Fees

Companion Tour #3

Bus Transportation

Meals/Refreshments

Admission Fees

Dance

Entertainment

Dance Floor

Cash Bar

President's Reception

Cash Bar

Banquet
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Meal Cost/Gratuity

Planning guidelines

Table Decorations

Complimentary Meals

Entertainment

Breakfast/Luncheons

Professional Issues

Past Presidents/Charter Members

President's Spouse Tea

Hospitality

APPENDIX 16 - HOST ACTIVITIES

Batteries

Misc

Total Expense

$0

Net Annual Income(Loss)

$0
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Income

Proposed

Actual

as of (date)

Registration Fees

Student Member - Early

Student Member - Regular

Student Non-Member - Early

Student Non-Member - Regular

Student Conclave Luncheon

Registration Fees - Student

Registration Fees - Non-Student

Total Income

$0

Expense

Student Conclave

Food Service

Business Meeting Refreshments/Gratuity

Contest Grading Refreshments/Gratuity

Luncheon Meal Cost/Gratuity

Tapping the Top Refreshments/Gratuity

Tour

Bus Transportation

Meals/Refreshments

High School Youth Forum (HSFY)
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Food Service

Planning guidelines

Business Meeting Refreshments/Gratuity

Professional Interaction Dinner/Gratuity

Social Refreshments/Gratuity

Tour

Bus Transportation

Meals/Refreshments

Other Expenditures

Awards

Poster Boards for Employment Office

Misc

Total Expense

$0

Net Annual Income(Loss)

$0
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APPENDIX I8. Program Budget

Planning guidelines

Income

(Build in 20% profit over cost)

Proposed

Actual
as of (date)

Program

Advertising

Abstracts

Advertising

Total Income

Expense

Program/Abstracts

Abstract Submission Services

Set-up/Printing

Searchable CD

Other Expenses

Poster Boards (40)

Numbers for Poster Boards

Plenary Session Room Set

APPENDIX I8 - PROGRAM

A/V Equipment

Speakers

Honorarium/Travel Expenses

Office

Postage

Misc
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Total Expense

Net Annual Income(Loss)
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APPENDIX 9. Trade Show Budget

Planning guidelines

Income

Proposed

Actual

as of (date)

Exhibits

Commercial Member Booth

Commercial Non-Member Booth

Additional Booth

Government/Non-Profit Booth

Non-Profit Booth

Range Club Booth

Additional Range Club Booth

Sponsorship

1/4 Coffee Break

1/2 Coffee Break

Full Coffee Break

Trade Show Mixer

Expense

Exhibits

Booth Setup (pipe/drape/carpet/signage)

Supplemental Pipe/Drape/Carpet/Signage

Complimentary Booths

Trade Show Mixer

Refreshments/Gratuity

Entertainment
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Refreshment Breaks

SRM Silent Auction

Security

Security Services

On-site EMS

APPENDIX I9 - TRADE SHOW

Net Annual Income(Loss)
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Income

Proposed

Actual

as of (date)

Pre-Convention TBN

Advertising

Daily TBN

Advertising

Total Income

Expense

Pre-Conference Publicity/Advertising

Planning Committee Apparel

(shirts/hats)

Logo & Theme

Artwork

Promotions

Banners

Booth Rental

Brochures/Post Cards

Postage

Pre-Convention TBN

Printing
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Postage

Daily TBN
Printing

Photography

Computer/Printer Rental

Fax/Copy Machine
APPENDIX I10 - PUBLICITY

Rangelands Articles

Publication (1st 12 pages @ no charge)

Total Expense

Net Annual Income(Loss)
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APPENDIX J KENYA 2020 IGC-IRC SPONSORSHIP PROSPECTUS

KENYA 2020 IGC-IRC SPONSORSHIP PROSPECTUS

=5
FDF

Appendix J. KENYA
2020 IGC-IRC SPONS
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APPENDIX K THANK YOU LETTER TO SPONSORS

November 14, 2016 International
Rangeland
Suzette Kimball Congress

USGS Director

U.S. Geological Survey
12201 Sunrise Valley Drive
Reston, VA 20192

Dear Director Kimball:

We want to thank you for your support for the 2016 International Rangeland Congress which
was held in Saskatoon, Saskatchewan, Canada over the period of July 16 — 22, 2016.

Over 550 papers/posters were presented and were shared by the 514 registered delegates.

The USGS, with the Bureau of Land Management, conducted a workshop on July 17 entitled:
“Monitoring rangeland condition and forecasting the future: Sage-grouse and the sagebrush-
steppe ecosystem of western North America”.

The USGS name and/or logo were printed in all the notices on the website, in the Congress
Program, as well as the electronic version of the proceedings. In addition, appreciation was
extended to all sponsors at numerous ceremonies, as well as on banners and electronic notice
boards and screens throughout the Congress.

We are enclosing here, for your records:

1. A printout of the website main page showing sponsorship acknowledgement.

2. The electronic version of the proceedings.

3. A copy of the Summary of Plenary and Keynote Presentations and Contributed Papers
and Posters.

4. The topics contained in the Scientific Program

5. Alist of the number of delegates from all countries represented at the Congress

Further information on the International Rangeland Congress may be seen on our website at
www.rangelandcongress.org.The next International Rangeland Congress will be held in 2020 in
Nairobi, Kenya as a joint congress with the International Grassland Congress.
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Thank you once again for your continued support for these Congresses, which are so crucial for
the continued dialog between rangeland workers around the world.

Sincerely yours,

Gabriel Oliva, Past President IRC
Dana Kelly, President, IRC
James T. O’Rourke, Past President and Secretariat, IRC

cc. Anne Kinsinger

Bill Lellis
Steve Hanser
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APPENDIX L DELEGATE SUPPORT APPLICATION

DELEGATE SUPPORT APPLICATION

DELEGATE DETAILS:

First Name: Last
Name/Surname:

Organization:

Postal Address:

Country: Passport Number:

Town/city: State: Postcode/zip code:

Telephone (include Country & State
code):

Facsimile (include Country & State
code):

E-mail:

PLEASE CONSIDER MY DELEGATE SPONSORSHIP REQUEST FOR :-

a) Congress Registration

()

b) Congress Registration and Accommodation

()

c) Congress Registration, Accommodation and Travel

()
Full sponsorship is not available unless a specific sponsor has indicated their total support, where the
delegates will be selected by the sponsoring organization itself. Our aim is to provide sponsorship
opportunities for as many as possible. Priority will be given to applicants applying for sponsorship level (a)
Congress Registration only, then (b), then (c).

PLEASE SUPPLY THE FOLLOWING INFORMATION:-
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A. Please support your request for Delegate Sponsorship by providing a brief description of your area of
work and/or study, and provide an explanation as to why you should be considered for sponsorship. (Please
attach a separate sheet to this application if there is not sufficient space on this form).

B. Please provide evidence of the approaches you have made to obtain funding from your own organization,
international aid organization, NGO or other sources of funding.

C. Two (2) written letters of reference must be attached with this application. Please supply the names and
contact details of your attached referees:

1. Name:

Organization:
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Position:

Address:

2. Name:

Organization:

Position:

Address:

Signed: Date:

Please ensure you have the following attached with this application:

1. Letters of approach to other organizations
2. Two written letters of reference
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