GLOBE Learning Expedition Hosting Opportunity 
GLOBE Regional Consortia and Partners

Introduction

As part of the Next Generation GLOBE, greater emphasis is being placed on regional consortia. In order to facilitate and strengthen new GLOBE regional structures, GLOBE will invite consortia to submit proposals to host international all-program conferences. Hosting a conference is an opportunity that enables a group of partners to work together, with the staff of the GLOBE Program Office, and plan an event that reflects the exciting GLOBE activities happening in their region as well as around the world.  For the partner host, the conference is a large event that can bring positive visibility to GLOBE in their community. The conference is a good opportunity to approach potential local and regional program sponsors to contribute to an appealing and visible event. This may be a good way to build longer-term relationships with sponsors who can contribute to ongoing development of GLOBE in the community or region.
At this time, The GLOBE Program Office invites proposals from Regional Consortia wishing to host a GLOBE Learning Expedition student conference in 2007. 

History of the GLOBE Learning Expedition
The GLOBE Learning Expedition is a student-scientist-educator conference.  Two major international GLEs have been held by the GLOBE Program, the first in 1998 in Helsinki, Finland, and the second in 2003 in Šibenik , Croatia. The first GLE included approximately 350 participants from 20 countries; the 2003 GLOBE GLE involved approximately 450 participants from 25 countries. Each conference was approximately 5 days in length, including a mix of activities including formal science presentations by the students, field exercises, and social and cultural activities. Reports from the conferences are archived on the GLOBE Web site at http://www.globe.gov/fsl/events/helsinki2/templ.cgi?helsinki&lang=en&nav=1
and 

http://www.globe.gov/hq/templ.cgi?gle2003&lang=en&nav=1

Regional Consortia interested in submitting a proposal may also wish to browse the GLOBE News and Events and GLOBE Stars archives to learn about other student-oriented conferences that have been held around the world since the program’s inception.

The Proposal process and Deadlines

A.
Regional Consortia should submit a completed proposal intent form (Attachment C) no later than October 15, 2005.

B.
Complete proposals will be due on December 15, 2005. The proposal will include the following information:
1. Consortium host
2. Country Partner host

3. Country Partners serving on the conference committee

4. Proposed location

5. Proposed dates/time frame 
6. Proposed general theme(s) of the conference

7. Proposed field study or studies including research themes and logistical implementation
8. Proposed size of the conference (i.e.; upper limit of participants who can be accommodated)
9. Proposed meeting and lodging facilities (proposals should include more than one site for consideration; please include facility Web sites when available), with details to include:
9. Capacity and facilities of meeting space

9. Types of accommodation available (hotel, dormitory, cabin, campsite, etc.)

9. Capacity in each type of accommodation (# of single/double rooms, dormitory beds)

9. Method of payments available (pre-paid requirements, credit cards accepted, payment on site, wire transfers, etc.)
10. Proposed methods of registration and payment

10. On-line registration host (partner, contractor, other) or other registration method 

10. Method of payment for registration ( such as credit cards on-line, credit cards in person, funds wire, cash in person)

11. Proposed planning meeting(s) or site visits, with general time frame and location

12. Budget and cost analysis (as detailed in Attachment D)
12. Total cost to hosts

12. Sources of revenue

12. Cost to participants

13. Proposed sponsors and funder, with letters of support if available (may including governmental and non-governmental entities). 
14. Relevant information on previous conferences organized by the partner, the partners’ staff, or any meeting/travel agencies providing services for planning of the conference.

C.
Selection of the conference host will occur on January 31, 2006. All regions proposing to host the conference will be notified of the selection at this time.
D.
Spring 2006: GLE Organizing Committee convenes with GLOBE Staff.
E:
Summer 2006: Conference host will present GLE announcement and preliminary invitation to participants at the 2006 Annual Conference, 27 July- 4 August 2006, in Thailand.
Evaluation factors:
The GLOBE Program will select a conference host based on the established Criteria for All-Program Conferences Hosts (See Attachment A) and the following:

Cost to the participants, including typical airfare, lodging and meals, and registration fees.
Cost to the GLOBE Directorate, including GLOBE staff travel and time and support required by the region (if any).

Conference host’s experience with planning events and/or access to this expertise via contract.
Equitable distribution of locations among the regions over time.
Please note: The GLOBE directorate cannot provide funds for the cost of preparing a proposal.
Attachment A: Criteria for All-Program Conferences Hosts
Required criteria:

· The GLOBE Country Partner is proposed by a formal or informal GLOBE Regional Committee.
· The GLOBE Country Partner has a strong interest in hosting the meeting.
· The GLOBE Country Partner has the capacity to host the meeting, including the ability to identify good conference and hotel facilities, financial resources, people to organize the conference on site, sufficient computer and Internet access, etc.
· The GLOBE Country Partner and/or Region has a key point person available to act as conference chair or co-chair.  This individual should have significant expertise regarding GLOBE. 
· The GLOBE Country Partner and regional collaborators agree to perform tasks described in the “Roles and Responsibilities” Document (Attachment B).
· The conference site is easily accessible to potential participants from transportation and cost standpoints, and in a location where participants from all GLOBE partner countries can reasonably expect to be granted travel visas.
· The conference site is safe for participants from all GLOBE partner countries (e.g., outside war zones, or areas in which significant health threats exist.) This criterion is subject to evaluation by the UCAR Site and Safety Services group.
Other highly desirable attributes:

· The host can identify potential sources for local or regional sponsorship of the on-site cost of the meeting;

· The proposal for a site includes co-hosting of the meeting by more than one GLOBE country partner; 
· The site has positive political or other implications for the GLOBE Program, such as influencing the development of a regional consortium, encouraging other countries in the region to join GLOBE, or building ties to a regional scientific field campaign in which GLOBE and/or NASA is engaged, etc.

· The conference site is in a region of cultural, scientific or tourist interest that has the potential to draw participants from a variety of regions.

Attachment B:  Roles and Responsibilities of Conference Hosts

	
	Host Country Responsibility
	GLOBE Directorate Responsibility

	Establishing a working relationship
	Review information on roles and responsibilities for the planning and execution of the GLOBE Annual Conference.


	Provide information on roles and responsibilities for the planning and execution of the GLOBE Annual Conference.

Make available all general information, agenda templates, registration materials, statistics, and other useful documents from past GLOBE Annual Conferences.  

	
	Provide a proposal to the GLOBE Directorate outlining the proposed activities and estimated budget for the meeting, including planning, execution and follow-up.
	Review the framework proposal and respond with a memorandum of agreement for roles, responsibilities, and in-kind and/or financial support.

Provide resources as available from the GLOBE Directorate to support the planning, execution and follow-up to the meeting.  

Provide letters of support to government and business officials as needed and appropriate.

	Planning process and logistics
	Form a GLOBE Learning Expedition Organizing Committee (GLEOC)
	Participate in GLEOC

Assign GLOBE Staff to serve as liaisons to the host and assist with the planning process as needed. 
Recommend partners from other regions as participants in the GLEOC.

Facilitate communication as needed via mailing lists, listserves or the Web site.

	
	Designate conference chair or co-chairs in collaboration with GLOBE Directorate
	Designate conference chair or co-chairs in collaboration with Host

	
	Select potential sites for the conference sessions and field activities.
	Review and assist in final selection of sites for conference sessions and field activities.

	
	Establish contracts with the meeting facilities as needed.
	Establish contract(s) for any facilities or financial support to be provided by the GLOBE Directorate.

	
	Obtain all required permits, permissions, and insurance for the conference according to local regulations.
	

	
	Plan and facilitate site visits/planning meetings. Site visits are integral to the planning of the event and any anticipated need for support should be detailed in the proposal.  
	Participate in site visits/planning meetings. 

	
	Liaison with facilities under contract
	Liaison with facilities under contract

	Designing the meeting (via the GLEOC)
	Establish a meeting theme.
	Participate in and provide input on all actions of the GLEOC.

	
	Propose and invite keynote speakers and special topic speakers.
	Propose and invite keynote speakers and special topic speakers.

	
	Plan and design field trips and protocol studies.
	Provide assistance with planing and design field trips or protocol studies.

	
	Continually update conference agenda and provide to GLOBE Staff (GLOBE Web site).


	Publish and update conference agenda, as provided by the host country/GLEOC, on the GLOBE Web site OR via link to the partners’ site.

	Logistical interface with participants
	Provide invitation letter and general information for participants.
	Review and distribute invitation letter and general information for participants.
Post meeting information, as provided by the host country/GLEOC, on the GLOBE Web site OR via link to partner site.

	
	Provide registration method for participants (on-line preferred).
	

	
	Collect participant registration fees.
	

	
	Provide confirmation of meeting registration and lodging to participants.
	

	
	Provide formal invitation letters to participants, as needed for participants to obtain travel visas to enter the host country.


	GLOBE Program Office Regional Desk Officers will provide liaison with all information regarding participants in need of letters or other documentation to obtain travel visas to enter the host country.

	
	Provide periodic updates on registration statistics to the GLOBE Directorate


	Provide guidance and assistance needed to increase registration level (i.e. contact partners, publicize event, etc.).

	Handling abstracts, papers, presentations and conference proceedings
	Collect abstracts and papers from participants and provide them to the Directorate to be posted on the GLOBE Web site.
	Post conference abstracts, papers and presentations on the GLOBE Web site.

	
	Determine the need and responsibility for production of printed conference proceedings.

This item is intentionally left open for discussion, pending the host country’s proposal. 

	Participate in determining the need and responsibility for production of printed conference proceedings.

This item is intentionally left open for discussion, pending the host country’s proposal.



	Meeting Follow-Up activities
	Provide statistics on conference participation, including full contact information and affiliation of participants (i.e., country partner, PI, funding agency, etc.) and detail of conference logistics (number of participants, hotel rooms used, meals served, etc., to the GLOBE Directorate.


	Provide letters of support and commendation of the program to officials and business as needed and appropriate.


Attachment C: 2007 GLE Host Proposal Intent Form
Please submit the information on this page no later than October 15, 2005, to:

Paula M. Robinson, CMP, Executive Administrator

The GLOBE Program, PO Box 3000 Boulder, CO  80307-3000

Tel: (1) 303-497-2642 Fax: (1) 303-497-2638 E-mail: probinso@globe.gov

	Regional Consortium:
	

	Partner host
	

	Partners on the committee

	

	Proposed GLE location (city, country)


	

	Proposed facility or facilities, if known (hotel, etc., please include website if possible)


	

	Capacity (# of students and adults possible to accommodate)


	

	Proposed dates/time frame

	

	Please approximate cost of accommodations and registration fees for a student participant

	

	Please approximate cost of accommodations and registration fees for an adult staff participant


	

	Please include a brief description of the collaboration, themes, goals, and potential local support for the GLE (max 400 words).


	


Attachment D:  Budget Proposal Guidelines

GLOBE expects the host to calculate the total budget for planning, execution and follow-up the meeting using local rates as a cost basis.  The host and GLEOC will have considerable discretion in determining registration fees for participant and vendors.
Budget Proposals must include the following elements
A.  Total anticipated cost to the host
Planning meetings (travel, teleconferencing)

Materials costs (participant information prior to and at the meeting, signs, and any other materials that cannot be electronically distributed)

Meeting space costs charged by the facility

Catering costs (beverage service, lunches, reception food)

Travel for organizing committee members

Report compilation and printing

Ground transportation (if meeting and lodging sites are distributed)
B.
The partner’s proposed sources of revenue, and amount (should equal or exceed the total cost reported in item A:

Participant registration fees (based on number of participants x fee amount)
Vendor exhibit/sponsorship fees or donations

In-kind vendor contribution of meeting facilities (i.e. computer lab equipment, etc.)

Proposals to other potential funding agencies

Support from the GLOBE Directorate
C.
Proposed Participant Costs

The information provided in the proposal to the GLOBE Directorate should include the partners’ best estimate of the costs to participants attending the conference.  It is understood that these costs may vary depending on the site chosen for the meeting, and partners may beconsidering more than one site at the time of the proposal. Please include details on all facilities being considered for the meeting. Required information will include:

Registration Fee

Transportation from the airport to the meeting site 

Accommodations, detailed by type (hotel, dormitory, cabin, camping site)

Cost of special events, if any
Note on support by the GLOBE Directorate:

The GLOBE Directorate has a limited budget available to support the Annual Conference.  As described in the “roles and responsibilities” document (Attachment B), the conference host(s) should provide their best estimate of the costs of the conference, proposed registration fees and policies, and the potential revenue from other suggested sources. Proposals should assume that the majority of costs will be covered by registration fees, in-kind support of host institution, or other sponsors identified by the host. GLOBE will make every effort to provide supplemental support to ensure a successful event. Relative cost to the GLOBE Directorate will be a factor in the evaluation of proposals.
