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GUIDELINES FOR THE PEM PAL EVENTS
1. OBJECTIVES

PEM PAL events are an essential component of the PEM PAL network. These events can range from large and formal events, such as plenary meetings (PEM PAL or Community of Practice, COP), to less formal small-group discussions focusing on specific topics. 
The main objective of a PEM PAL event is to involve all participants in an active exchange of ideas and information. This facilitates the process of learning from other countries' experience, successes and mistakes. This also promotes benchmarking and comparing the reform processes, and providing an incentive for change.  
The PEM PAL events are aimed to (i) contribute to the value and development of the network, its growth and sustainability; (ii) encourage generating and sharing ideas within the COPs and across the PEM PAL community; (iii) allow countries to learn from each other; (iv) reinforce the sense of ownership; (v) help establish knowledge and information base; (vi) assist sharing analytical and operational tools and materials; and, (vii) build inter-personal relationships that connect peers and facilitate the exchange of information.  
Participants are encouraged to (i) play an active part throughout the program; (ii) present and share the experiences of their country; (iii) disseminate to their peers (across domestic and international networks) knowledge and information acquired during the event; and, (iv) establish professional contacts that would facilitate follow up activities and exchange of information.
Participants are selected/nominated by their institution(s) based on their eligibility, relevance and expected impact. 

2. EXPECTED OUTPUTS
2.1. Preliminary agenda

COP Executive Committee(s) involved in preparation of the event define(s) the objectives of the event and topics to be discussed, and appoint(s) a person, who will be, in consultation with the resource team (including the WB Task Team Leader, Community Facilitator, donors, external experts and the PEM PAL Secretariat) in charge of coordination/preparation of the event (hereinafter: Coordinator). The Coordinator designs a Preliminary agenda. 
Preliminary agenda should contribute to the network development, and should take into account strategic directions incorporated in the PEM PAL Annual Action Plans and Budgets. The resources made available for the events should support achievement of the members’ goals and priorities. Donors and other stakeholders may provide a guiding role for discussions.  
2.2.  Report

Coordinator prepares a report on the event. The report should (i) summarize the learning experience; (ii) evaluate the quality and effectiveness of the discussions and their outcomes; (iii) give an idea of how well the event went and provide food for reflection on the issues addressed; and, (iv) discuss options for follow up activities.  
Within two weeks following the completion of the event, the Coordinator sends the report to the PEM PAL Secretariat for posting on the PEM PAL website, and to the COP Executive Committee(s) for endorsement at the next meeting.  

In addition, the Coordinator disseminates the information/report about the event to interested peers, national authorities and other stakeholders. 
2.3.  Evaluation

The PEM PAL Secretariat collects participants’ assessments following the completion of each event, and carries out periodic surveys regarding logistics, distribution of time and other elements, and reports to the Steering Committee.
3. PROCEDURE
PEM PAL events must be planned as part of the PEM PAL Annual Action Plans and Budgets, and approved by the Steering Committee. In line with the directions of the Executive Committee of each COP, or the Steering Committee, and in consultations with the COP Chair, the World Bank Task Team Leader, Community Facilitator, donors and external experts, the PEM PAL Secretariat undertakes all necessary activities related to the organization of the PEM PAL events (invitation letter, communication with host institution(s), draft budget, thank-you letters, evaluation, etc.). 
Detailed description of tasks related to the organization of an event is shown in the Attachment 1. 
Detailed recommendations on how to make PEM PAL events efficient and effective are discussed in the item 4 below. 

4. MAKING EVENTS EFFICIENT AND EFFECTIVE: RECOMMENDATIONS
Agenda design

· Start from thinking about the objectives of an event rather than from topics; develop objectives and outputs first and then decide on the topics and experts. Clearly define some outputs (from »low-hanging fruit« and longer-term more strategic output) that can be achieved at the event, and others that can be achieved over a longer period.  

· Focus on a few achievable goals for the event, and have topics and activities that will support the achievement of those goals. 

· If possible, include the moderator/facilitator right from the beginning of the process.

· Have only limited number of topics/themes per day to leave time for discussions, including on recent developments. It is essential to allocate time for group discussions and question-answer session.
· Develop the agenda based on the priority list made by the participants of the previous event (through surveys, evaluation forms). 

· Invite external experts (including the WB host country team) and high level officials to participate in the discussion. 

· Build time into agenda for members of country groups to produce a work plan at the end of the event and briefly report back on their progress at the next. 

· Use the results of the questionnaires – present them and start a discussion about them.
Organizing discussion

· Discussion, debate, dialogue – it is important to give space and times for 3Ds. Participants appreciate interactive forms of work. Schedule  interactive sessions after lunch rather than presentations. 
· Make sure that the content discussion is result-oriented; decide who takes the lead for a day or a specific topic. Have a summary of main conclusion at the end of each day/ have a concluding session. 

· Spread presentations over several days as having all presentations in one session can make it long and tiring. Keep presentations short (limit the number of slides to 5 slides per every 15 minutes presentation). 
· Produce a summary at the beginning of each day of the highlights from activities that took place on the previous day. Distribute note-taking tasks. 

· Due to language barriers, good translators are essential. 
· Have an expert to explain, with practical examples, basic terminology, concepts etc..

· Everyone involved should be explained how the session should look like. Encourage newcomers to become more active and ask questions.

· Ask countries to prepare, in advance of the event, some informational background, including on the developments since the last event. This requirement should be mentioned in the invitation letter.

· Develop ways of sharing case studies and of offering case clinics. Define roles (e.g. as "summarizer", "instruction giver") for each executive committee member (e.g. welcome, introduction, fare well + thank you at the end).

· "Tick the box" at the end of the event whether objectives and output have been achieved.

Preparing for the next event
· »Collect« topics and prioritize them for the next event. Keep a record during the event of issues and challenges that could become future topics to address. Organize voting on the priority topics in the final session of the last event, and invite people to indicate whether they would be willing to take the lead with the topic. 
· Frame the task of the people who have volunteered for leadership of topics as design team members who will help develop a strategy for outputs, milestones and activities to take the community forward in this topic area. 
· Categorize different types of people to be invited to the next event in order to help shape the invitation, expectations and activities in which they are to be involved. 

ATTACHMENT 1
GUIDELINES FOR PREPARATION OF PEMPAL COP EVENTS

Over the years PEMPAL events grew in number as well as scope. With a view to assuring consistency in using the right terminology, the table below presents a division of PEMPAL events according to their nature and types.   

Table 1: Overview of PEMPAL Events by Nature and Type 

	#
	Nature
	Abbreviation
	Types

	1.
	Plenary Meetings
	A
	Cross- COP 

	1. 
	
	
	COP Plenary 

	2.
	Small Group Meetings
	B
	Workshop 

	2. 
	
	
	Working group meeting 

	3.
	Study Visits
	SV
	Type A 

	3. 
	
	
	Type B 

	4.
	Thematic Videoconferences
	VC
	Secretariat Supported

	
	
	
	Secretariat Unsupported 


1. Procedural steps in preparing PEMPAL events


In principal, procedural steps in preparing different types of PEMPAL face-to face events do not differ despite factors such as event size, venue location, and agenda complexity. However, videoconferences with their different character follow the same pattern only to a limited extent. The Section below provides general guidance and advice on how to commence and deliver all types of PEMPAL COP events
. All PEMPAL stakeholders involved in event preparation, are encouraged to make maximum use of the checklist throughout the preparation process. 
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[The embedded document provides an overview of activities which need to be accomplished in order to successfully deliver different types of PEMPAL events. Also, it defines the division of responsibilities between different stakeholders involved in the preparation, execution and post-event event activities. Furthermore, it specifies key deadlines which need to be strictly adhered to throughout the entire preparation process in order to assure smooth flow of preparations.]

2. Stakeholders involved in preparation and execution of PEMPAL events

Stakeholders involved in approving, preparing and executing PEMPAL events, each with its distinctive role, are as follows: 

· PEMPAL leadership  (Steering Committee, approves/rejects requests for increase of events’ budgets, if needed)

· COP leadership: Executive Committee Chair, Executive Committee members (approving COP Action plans, initiating events, nominating participants, co-defining event content)

· PEMPAL Secretariat (COP coordinators, Head of Secretariat) overall logistical and administrative support) 

· Participants (PEMPAL member country representatives, speakers, facilitators, translators)

· Event coordinator (see section 2.1. of Guidelines for the PEMPAL Study Visits)

· The World Bank (Task  Team Leader, Resource team)  providing guidance and advice on substantive related matters

· The World Bank local offices (providing logistical and administrative support, if required)

· Representatives of hosting countries and/or institution(s) (helping with administrative and logistical issues, and providing content)

3. Recommendations for preparing PEMPAL events 

3.1. Venue organization 

The venue for the event should be in a convenient location easily accessible and preferably within a walking distance of places where most participants are likely to stay (e.g. the premises of the host organization and/or in a well-established conference facility/hotel). 

If for the event the host institution prefers to use a venue far away from hotel(s) where participants stay the transportation of both participants and resource persons to such a venue should be made available. 

3.2. Conference room(s) 

The main event room should be large enough to accommodate all participants seating in such format that has been agreed on. Where relevant and appropriate, arrangements should also be made for an additional 1-2 rooms for group work (break-out sessions). The room should be in a relatively quiet area, well ventilated and with adequate lighting and temperature control.   

3.3. Contracting 

Hotel contract should ideally include the following items:

· Venue room (specify no. of participants and seating arrangement);

· Equipment needs (beamer, laptop, other);

· Presentation materials (flipcharts, whiteboard, metaplan cards, …);

· Name tags (for shirt) and name signs (on the tables);

· Announcements / indication of meeting room (in the hotel lobby, corridors, etc.):

· Catering (coffee break and lunch);

· Dinner reception (first evening, if not provided by host; as a lump sum per person);

· Dinner and lunch for PEMPAL sponsored participants arriving early and/or departing after the completion of an event (as a lump sum per person);

· Rooms for sponsored participants, Expert(s) and Logistics Facilitator;

· Pick-up and drop-off  airport service;

· Group photo (if possible);

· Internet access.

Other positions: 

· Phone, internet bills, mini-bar consumption, room service, additional services, etc.: Are ‘on personal account’ of the participants and will not be paid by PEMPAL.

· Copying and printing facilities for duplication of Document Kits: To be decided on a case by case basis. Ideally, the Secretariat finds a copy shop well ahead of commencement of an event and orders the required no. of copies to be delivered in the afternoon/evening prior to the event start date. 

3.4. Equipment and other resources for the event:

The following items should be made available at any event: 

· A beamer (video projector); 

· A computer/laptop with Microsoft Office Package (including PowerPoint);

· Internet Access

· A white screen for displaying presentations;

· A laser pointer or similar device;

· Flip chart(s) and markers of different colors; 

· White board;

· Note pads, a pen and pencil for each participant;

· Seminar binder for each participant, with copies of the agenda, names and contact details for both resource persons and participants, copies of all presentations organized sequentially as in the agenda and any accompanying reading materials; and

· Cordless microphones for Resource person/experts/speakers/facilitators

· Table microphones for participants; 

· Translation booths

· Headphones for participants and resource persons

· Xerox facilities (if available)

· Announcements / indication board of the workshop room (in the hotel lobby, corridors, etc.)

3.5. Group picture

A copy of the photo should be given to each participant at the end of any PEMPAL face-to-face event.

3.6.  Social program

Social program is understood to encompass group activities such as festive dinners, city tours, museum visits, cultural events and similar. It is important that any such activities are coordinated between the Secretariat and the hosting country, and are in line with the PEMPAL policy on Social Activities. 
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[The embedded document is the PEMPAL Policy on Social Activities.]

3.7. Visibility and Clarification of responsibilities

All parties involved in the organization of the events will communicate the character of the events and the roles of the involved parties in a shared and uniform way. The events are being characterized as: 

PEMPAL events on [event title] organized by the Center of Excellence in Finance acting as PEMPAL Secretariat, with the support of [sponsor name], and hosted by [host country name]. 

� More detailed information on certain aspects of preparing study visits exclusively is available in the Guidelines for the PEMPAL Study Visits (� HYPERLINK "http://www.pempal.org/data/upload/files/2012/10/guidelines-for-the-pem-pal-study-visits_oct2012-eng.pdf" �http://www.pempal.org/data/upload/files/2012/10/guidelines-for-the-pem-pal-study-visits_oct2012-eng.pdf�) 
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						CHECKLIST FOR PEMPAL EVENTS



				Procedure								Division of responsibilities						Event Type 								Timeframe/ Status		Status

				#		Task Area				Activity 		 Responsibility 		Consultation with		Final Decision 		Plenary (A)		Small Group Mtg. (B)		Study Visits (SV)		Videoconference (VC)		Deadline

				a.		b.		c.		d.		e.		f.		g.		h.		i.		j.		k.		l.		m.

				P r e p a r a t i o n  P h a s e

				1.		Venue and date		a.		Setting final dates of the event		COP leadership, host institution 		Secretariat 		COP leadership								N/A

								b.		Setting final venue of the event		host institution, COP leadership		Secretariat		COP leadership								N/A

								c.		Establishing contacts wtiht the hosting country to commence administrative and logistical preparations 		Secretariat		WB resource team		WB resource team 								N/A

				2.		Organizational Committee		a.		Setting up organizational committee		COP leadership, WB resource team 		Secretariat 		Organizational committee				N/A		N/A		N/A

				3.		Budget and PO 		a.		Budget preparation		Secretariat		WB resource team/ COP leadership (review and comments)  		 COP leadership								N/A

								b.		Purchase order submission 		Secretariat		/		WB resource team 								N/A		Two months before event date

				4.		Concept note				Concept note developing		COP leadership, WB resource team 		Secretariat 		WB resource team 

				5.		Agenda		a.		Developing draft agenda		COP leadership, WB resource team 		Secretariat 		WB resource team 

								b.		Distributing final agenda to participants		Secretariat		WB resource team/ COP leadership (review and comments)  

				6.		Invitation Letters		a.		Developing invitation letters		Secretariat		WB resource team / COP leadership		Secretariat

								b.		Preparation of distribution list for invitation letters		COP leadership, WB resource team 		WB resource team / COP leadership		Secretariat

								c.		Sending out invitation letters		Secretariat		WB resource team / COP leadership		COP leadership

				7.		Visa process		a.		Sending letters of confirmation		Secretariat		host institution 		Secretariat								N/A

								b.		Visa obtaining process		host institution / WB local office		Secretariat 		/								N/A

				8.		Participants 		a.		Developing registration form		Secretariat		WB resource team 		Secretariat								N/A

								b.		Registration of the participants		Secretariat		host institution / WB resource team / COP leadership		Secretariat								N/A		Six weeks before event date 

								c.		Final list of participants		COP leadership		WB resource team		COP leadership								N/A

								d.		Developing of a seating plan		Secretariat		WB resource team/ COP leadership (review and comments)  										N/A

				9.		Info letter		a.		Info letter preparation		Secretariat		host institution / WB resource team										N/A

								e.		Info letter submission to participants		Secretariat		WB 		Secretariat 								N/A		One week before event date 

				10.		Pre-event survey		a.		Distribution of a link with pre-event survey		Secretariat		WB resource team 		Secretariat 								N/A

								b.		Responding to pre-event survey		Participants		/		/								N/A

								c.		Analysing the survey results		WB resource team 		COP leadershp / WB resource team		WB resource team 								N/A

								d.		Preparing the presentation about results of pre-event survey and submittin it to Secretariat for translation		WB resource team 		COP leadership		WB resource team 								N/A

				11.		Hotel 		a.		Obtaining quotes 		Secretariat		WB local office  / host institution		Secretariat								N/A

								b.		Contracting hotel		Secretariat		WB local office  / host institution		Secretariat								N/A

				12.		Logistics		a.		Contracting equipment and materials provider		Secretariat		WB local office / host institution		Secretariat								N/A

								b.		Recrucing and contracting interpreters		Secretariat		WB local office / host institution		Secretariat								N/A

								c.		Contracting meals provider		Secretariat		WB local office / host institution		Secretariat								N/A

								d.		Arranging transport to and from airport		Secretariat		WB local office / host institution		Secretariat								N/A

				13.		Materials		a.		Recruting members who give an input		WB resource team 		COP leadership		COP leadership

								b.		 Submission of presentations		Contributors (speakers, experts etc.)		WB resource team  / COP leadership / moderator, Secretariat												One month before event date 

								c.		Support to contributors 		WB resource team 		COP leadership		WB resource team 

								d.		Translation of presentations		Secretariat		WB resource team / COP leadership 		WB resource team 

								e.		Quality check of translations		Resource Team 		COP leadership		WB resource team 

								f.		Materials printnig 		Secretariat		WB local office / host institution		Secretariat								N/A

				14.		Air-tickets		a.		Booking of flights		Secretariat		COP leadership		Secretariat								N/A

								b.		Sending  e-tickets to participants		Secretariat		/		Secretariat								N/A

				15.		Additional activities		a.		Social activity planning and delivery		Secretariat or host institution		Secretariat or host institution		Secretariat or host institution								N/A

								b.		Recruting and contracting photo service provider		Secretariat		WB local office / host institution		Secretariat								N/A

								c.		Recruting and contracting moderator		Secretariat		COP leadership / WB resource team 		Secretariat  								N/A

				E x e c u t i o n  P h a s e  

				1.		Welcome reception 		a.		Arranging welcome reception 		Secretariat  or host institution 		Secretariat  or host institution 		Secretariat or host institution								N/A

				2.		Materials		a.		Folding and distribution of materials 		Secretariat		WB resource team		Secretariat								N/A

								b.		Name tags and signs		Secretariat		WB resource team / COP leadership		Secretariat								N/A

				3.		Checking delivery of services 		a.		Checking conference facilities, testing translation equipment and similar 		Secretariat		host institution		Secretariat								N/A

				4.		Coordination 		a.		With service providers		Secretariat 		host institution / WB local office		Secretariat								N/A

								b.		With the host institution 		Secretariat 		COP leadership / WB resource team /WB local office		Secretariat								N/A

				5.		Reimbursements		a.		Visa reimbursements to sponsored participants 		Secretariat 		WB resource team		Secretariat								N/A

								b.		Insurance reimbursement to sponsored pariticipants 		Secretariat 		WB resource team		Secretariat								N/A

				P o s t - E v e n t  A c t i v i t i e s 

				1.		Post-event survey				Post event survey questionnaire preparation		WB resource team 		Secretariat 		WB resource team 								N/A

										Preparation of survey in electronic version for distribution		WB resource team 		Secretariat 		WB resource team 								N/A

										Analysis of the post event survey		WB resource team		WB resource team 		WB resource team 								N/A

				2.		Reporting				 Event Financial reporting		Secretariat		WB resource team 		Secretariat								N/A

										Event narrative reporting		WB resource team / COP leadership / Coordinator		WB resource team 		COP leadership								N/A

				3.		Thank you letters				Preparation of thank you letters 		Secretariat 		WB resource team  		WB resource team 								N/A

										Distribution of thank you letters		Secretariat		WB resurce team / COP leadership		Secretariat								N/A

				4.		Materials				Posting materials on PEMPAL website		Secretariat		WB resource team  		Secretariat
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PEMPAL POLICY ON SOCIAL ACTIVITIES 

Prepared by the PEMPAL Secretariat - October, 2014

Over the years, social activities developed into an important accompany component of PEMPAL events
 significantly contributing to community building efforts within the network. They also facilitate the exchange of knowledge and expertise in a more relaxed and informal settings. In order to assure uniform standards for the social activities across COPs as well as to keep these within reasonable limits, the following general rules and guidelines should be respected: 


(a) Social program is understood to encompass group activities such as festive dinners, city tours, museum visits, cultural events and similar. It can include up to two separate activities per PEMPAL event with the understanding that PEMPAL can sponsor not more than one such activity per event. Social activities sponsored by PEMPAL are organized through the Secretariat. 

(b) Hosting countries are also welcome to organize and sponsor social program activities on their own, or with the support of the Secretariat, if needed. Should the hosting country take the initiative and organize a social program independently, the program shall follow the same general rules and guidelines as defined herein. 

(c) In principal, a social program should:


a.  be organized within the event dates (starting on the day of the welcome reception and finishing on the last day of the agenda),

b.  not intervene in the core event activities, and 

c. is expected to last on average around three hours.

(d) When a hosting country offers to lead the organization of the social program, 

a. it is expected to assume the responsibility for: 

i. Taking care of transportation and other logistical arrangements, as required,

ii. Contracting service providers (e.g. restaurants, theaters etc.),

iii. Coordinating the content and timing of the program with the Secretariat in advance,

iv. Covering the costs associated with the social program delivery.

b. while the Secretariat will: 


i. Inform the participants via Information Letter on who is hosting the program, its content and timing  

ii. Offer its support and guidance, if needed.

(e) Menus (including drinks) and its prices should be negotiated in advance. Additional orders of food and beverages on the spot can be made at participants’ own expense.

(f) Alcoholic drinks (limited to vine and beer) can be provided (a) once on a study visit and (b) twice on plenary and small group meetings. 


� PEMPAL events are (a) study visits (type A and B), (b) plenary meetings and (c) small events. From the social program perspective sub-events and/or working group meetings are not counted as separate events. Videoconferences, Steering Committee meetings as well as meetings of COP leadership are not accompanied by social activities.








