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Event Planning and Advisory Services (EPAS)  Agenda 2005

Meeting at the Lausanne, Switzerland 

2004 members– Stella Roux Devillas (France),  Alex Nagorski (Canada), Martine Besnainou (France), Jean Sax (BEL), Vladimir Karnaukhov (UKR)   

1. Review of  2004, 2005 and 2006 sanctioned events 

· Review of events, debriefings, recommendations and event planning status. 

2. Final review of “Protocol for FAI and CIA Sanctioned Events” document.

a) Motion for the Plenary to adopt the protocol document.

3. Review of  New Bidding Guidelines 

a)
Motion for the Plenary to adopt the sanction document changes.

4. Discussion of impact of European Union minimum insurance limits on events.

5. Sanction applications for 2005 to 2008

a)  Review applications and recommendations  

b) Review Event Advisors assignments and candidates 

6. EPAS and Working Groups Plans for 2005

a) Review of EPAS organisation effectiveness in 2004 and recommendations for 2005

b) Membership of EPAS and Working Groups for 2005

c) Budget for 2005

​​​​​​​​​​

Event Planning and Advisory Services (EPAS) 

Motions for 2005 Plenary

1. EPAS Motion #1

The CIA Plenary adopt the Protocol for FAI and CIA Sanctioned Events document as an Advisory Document.

2. EPAS Motion #2

The CIA documents called “FAI First Category Event Sanction Procedures” and “CIA Sporting Event Sanction Procedures” be amended to include the revised S1 Bidding Process for Cat 1 Events.  This includes a bidding timetable and checklist:

B.3
Bidding timetable 

a) World or Continental Regional Championship

Reference Sporting Code Section 1 (5.3.4.1) for details required.

Step 1  - Letter of Intent to bid to CIA



- No more than 6 years prior to year of event

Step 2  - Two (2) years before the year scheduled for the event 



- Submit complete bid files and signed Organizers Agreement



- Bids shall be considered by this CIA Plenary meeting




  (Note: documents should reach the CIA 60 days before the CIA meeting date)

b) Other First Category Sporting Events

Reference Sporting Code Section 1 (5.3.4.2) for details needed

Step 1  - Complete bid file and signed Organizers Agreement must reach the CIA 60

  days before the CIA meeting date.

- Bids shall be considered by this CIA Plenary meeting
  

E.
Bidding Checklist

	Event Title 

& 

Sub-Title
	

	Event location
	

	Event dates
	

	
	

	
	

	Document submitted by:
	

	Document submitted to:
	

	Document submitted on:
	CIA President

	CIA PROCEDURES
	

	FAI Sub-class
	AA / AM / AX / BA / BX

	FAI Event Category
	

	
	

	
	 

	
	

	
	

	Organising NAC
	 

	Organising NAC’s CIA delegate
	 

	NAC letter of approval
	 

	Event Logo submitted & approved
	 

	FAI authority shown
	Rules, logo, official documents

	FAI Organiser Agreement signed
	Place and date:

	CIA sanction fee
	amount:  

	CIA sanction fee paid 
	date:

	CIA event deposit  paid
	date

	CIA event deposit  returned
	date

	Event Rules received
	date:

	Courtesy Invitations received
	date:

	Event Personnel approved
	date:

	CIA sanction approved
	date:

	CIA Event Adviser
	


Remarks :

	ORGANISATION DETAILS
	

	Organising Body
	

	Organiser’s previous event organisation experience
	 

	Official mailing address
	Postal:

Phone:        

Fax:

Email:

	Official website
	  

	Event President / General Manager

Name, Phone & Email address

(add CV)
	

	PR Officer

Name, Phone & Email address
	 

	Media Officer

Name, Phone & Email address
	 

	Opening Ceremony
	Location, date & time, protocol



	Closing Ceremony / Prize-giving
	Location, date & time, protocol



	Event Prizes offered
	


	LOCATION DETAILS
	

	Country admission conditions
	 

	Preferred place of entry
	 

	Closest major cities 

directions & distances
	 

	Local language 
	 

	Location description & characteristics
	

	Airspace structure & limitations
	

	Driving particularities
	

	Road network and infrastructure
	

	Meteorological characteristics
	

	Venue description & characteristics
	


Remarks :

	EVENT PERSONNEL
	

	Competition director

(add CV)
	

	Competition deputy director

(add CV)
	

	Safety officer

(add CV)
	

	Stewards

(add CV)
	

	Proposed Jury members 

(name at least 6)
	1.
2.

3.
4.

5.
6.



	Chief scorer

(add CV)
	

	Chief de-briefer

(add CV)
	

	Technical support officer 
	

	Travel & accommodation arrangements for officials
	

	Insurance provided
	

	FAI hold-harmless clause included
	

	PARTICIPATION DETAILS
	

	Special travel arrangements and assistance
	

	Equipment rental services
	

	Additional crew available
	

	Rent-A-Car assistance
	

	Accommodation assistance and assistance
	


Remarks :

	COMPETITION DETAILS
	

	Maximum number of entrants
	

	Number of eligible NACs
	

	Equal number of competitors / NAC
	

	Start of invitation process
	date: 

	1st round entry closing date
	

	2nd round entry closing date
	

	Additional invitations procedure
	

	Eligibility conditions
	

	Registration methods and details
	(mail, Fax, Email, online)



	Entry fee
	

	Entry fee method of payment and details
	(money order, cheque, credit card, cash, etc)



	Insurance requirements
	Third party   

Passenger

CSL

Other

	Official language
	 

	Protest fee
	 

	Equipment limitations
	 

	Special safety requirements
	 

	General Briefing place, date & time
	 

	Last competition flight, date & time
	 

	Competition map details
	

	Landowner restrictions
	


Remarks:
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1 Invitations 

1.1  FAI and CIA Representatives

For protocol purposes the ranking order of FAI, CIA, NAC and balloon Federations representatives or their designates is: 

1. FAI President or designate

2. CIA President or designate

3. NAC President or designate

4. National Balloon Federation President or designate

If a CIA President or Vice President is not available then the President of the Jury can be the designated representative.
1.1.1 Invitations for World and Continental Championships

FAI President, CIA President, President of the host NAC and President of 
the host Ballooning Association must be invited to all sanctioned events at least three months prior to the start of the event.

1.1.2 Financial Obligations

Please indicate what hospitality (i.e. travel expenses, accommodation, etc), if any, are being offered even though there is no financial obligation that needs to accompany the invitation.



1.1.3    Role of FAI and CIA Representatives 

They will take an active part in any opening, closing and awards ceremonies and may also be available for other formal meetings or ceremonies, if not actively involved in competing or officiating at the event.

1.2 Government  Representatives 

Check with your local, regional and national government protocol offices for the official procedures to invite and work with government representatives.

1.3 Competitors

Invitation procedures are documented in the Sporting Code Section 1.

1.4  Officials 

Each official invited should receive a formal letter of invitation at least three months prior to the start of the event.  It should include information on their responsibilities, arrangements, assistance and schedules. 

1.5  Sponsors

Where possible sponsors should be invited and recognized at opening, closing and awards ceremonies. 

2 Flags and Usage

2.1
Flags to be used

· FAI Flag   





- free of charge from the FAI Office for First
                                                             Category events

· CIA Flag  





- free of charge from the FAI Office for First
                                                             Category events, additional flags can
                                                             purchased 

· National Aero Club Flag 


- from the Aero Club of the country

· National Balloon Federation Flag 
- from the balloon federation 

· Organising NAC’s country flag

- governments or flag companies

· Host country’s flag



- governments or flag companies

· Participating countries’ flags

- governments or flag companies

Note: Sometimes competitors are requested to bring their countries flag to the event
         and those should be returned to them after the closing ceremony. 

2.1 Opening Ceremonies

The following flags should be flown or hung during the opening ceremonies:

· FAI and CIA flags should be flown together. The CIA flag should not be flown alone.

· Organising NAC’s country flag

· Flag of host country

· National aero club and balloon federation flags if available.

· Flags of competitors country if available. 

2.2 Awards and Closing Ceremonies

Usually the awards giving and closing ceremonies are together and the following flags should be flown or hung during the Awards and Closing ceremonies:

· FAI and CIA flags should be flown together. The CIA flag should not be flown alone.

· Organising NAC’s country flag

· Flag of host country

· National aero club and balloon federation flags if available.

· Flags of competitors country if available. 

2.3 Awards Giving Ceremony

· Three flag poles should be placed behind the awards podium and if possible at three levels for 1st, 2nd and 3rd place (1st-Center-Highest, 2nd-Left-Lower, 3rd-Right-Lower than 2nd).  The flag poles must be an appropriate height for their location (no less than 5 meters if possible) so that they give a distinguished look to the flag ceremony.
· The flags will be raised at the end of the awards giving ceremony when the winners national anthem is being played.

· Use the country flags already available, there is no need to get extra flags for the awards.

3 Anthems

3.1 Opening and Closing Ceremonies

  The FAI anthem should be played right after the national anthem of the host country.  A

  cassette or CD with the FAI Anthem is provided free of charge for First Category Events. 

3.2 Awards Giving Ceremony

  The FAI anthem should be played right after the national anthem of the host country.    
  After all medals have been awarded the national anthem of the Gold Medal 
  competitor is played.

4 FAI and CIA Medals, Diplomas and Trophies

The type of medals and diplomas award depend upon the category of event and competition and will be sent from the FAI Office directly to the individual identified on the sanction application.  The medals will be engraved with the name of the event but please note that the FAI and CIA Medals are different. 

4.1 Medal, Diplomas and Trophies Awarded

	Event
	FAI Medals (number)
	FAI Diplomas (number)
	
	CIA Medals
	CIA Diplomas
	
	Traveling Trophies
	Keeper Trophies for 1st, 2nd,  3rd

	Category 1 
	
	
	
	
	
	
	
	

	World

Championship

hot air 
	1st
Gold       
 

2nd    Silver
3rd    Bronze
 
	Top 10 pilots (10)
	
	No
	No
	
	Kinsinger Trophy   
	Organizer provides

	World

Championship

airship 
	1st
Gold       
 

2nd    Silver
3rd    Bronze

	Top 10 pilots (10)
	
	No
	No
	
	
	Organizer provides

	World

Championship

gas balloon 

 
	1st
Gold  (2)  
 

2nd    Silver (2)
3rd    Bronze (2) 

(2 pilots each      receives a medal)
	Top 10 Teams (20)

(2 per team, each pilot receives 1)
	
	No
	No
	
	Balloon Federation of America 
	Organizer provides

	Coupe Aeronautique Gordon Bennett


	1st
Gold  (2)  
 

2nd    Silver (2)
3rd    Bronze (2) 

(2 pilots each      receives a medal)
	Top 10 Teams (20)

(2 per team, each pilot receives 1)
	
	No
	No
	
	Gordon Bennett Trophy 
(see competition rules)
	Organizer provides

	Continental Championship

hot air 
	1st
Gold       
 

2nd    Silver
3rd    Bronze
	Top 10 pilots (10)
	
	No
	No
	
	- European  
- North American   
- Pacific  
	Organizer provides

	Continental Championship

airship 
	1st
Gold       
 

2nd    Silver
3rd    Bronze
	Top 10 pilots (10)
	
	No
	No
	
	European
	Organizer provides

	
	
	
	
	
	
	
	
	

	Other Category 1 
	No
	No
	
	1st
Gold
 

2nd    Silver
3rd    Bronze
	Top 10 pilots (10)
	
	None
	Organizer provides

	
	
	
	
	
	
	
	
	

	CIA Sporting 
	No
	
No 
	
	No
	Top 10 pilots (10)
	
	None
	Organizer provides


4.2 Diplomas

The CIA Diplomas will be sent in the same package as the medals and should have been signed by the CIA President.  If they are not signed, the highest ranking CIA Representative or Jury President can sign them.

4.3 Traveling Trophies

Most events have a traveling trophy that the winner (or the winner’s NAC for the Gordon Bernnett Trophy) keeps until the next event. There are three important points about these traveling trophies.

1. The traveling trophies are awarded after the FAI or CIA medals and diplomas.

2. It is the responsibility of the trophy winner to take the trophy home at his/her own expense and also to bring or ship the trophy to the next event, also at their own expense.

3. The organizers of each event should contact the previous winner of the trophy to make sure that the trophy is either brought or shipped to their event in plenty of time to guarantee it’s arrival and to repair if necessary.  Usually, the major trophies have their own shipping case.

4.4 Keeper Trophies and Prizes

Organizers may wish to award their own trophies for the top competitors to keep permanently.  The design and wording on these trophies must be approved by the CIA prior to their creation. 

4.5 Event Gifts or Souvenirs

Some organizers like to give event souvenirs to all competitors and officials.  Depending on the size of the event, this can take a considerable amount of time.  It is suggested that at large events this can be done outside the main closing ceremony, such as when people arrive or are leaving the ceremony.   Or it can also be done at one of the last flight briefings.

5 Ceremonies 

It is important to develop detail plan of all ceremonies including attendees, speakers, and schedule. All involved should be advised well in advance on what is going to happen, when and where.  All FAI and CIA representatives, competitors, officials be included in the opening, closing and awards ceremonies.  The following procedures are to be followed.

5.1 Master of Ceremonies

Appoint a Master of Ceremonies with good public speaking skills who will coordinate all of the activities of the ceremonies program.  Consider the language of the competition and also of the host community.

5.2 Speeches and Presentation sequence

Generally all the appropriate government and sponsor speeches as well as entertainment should come before any involvement of balloonists.  In that way ballooning related matters are the climax of the ceremony.  

5.3 Opening Ceremony Ballooning Part

All competitors, officials and where invited, crews should be part of the official opening ceremony.  In planning the opening ceremony it is important to consider the event flight schedule so that competitors and officials are not delayed from flying or getting rest before the next flight.  Also in planning the event wind up, it is required to have an event debriefing meeting for all competitors, officials and organizers so that the CIA can learn from each event on how to improve future competitions.  This briefing is usually chaired by the Jury President or another jury member. 

5.3.1 Competitor and Officials Introductions


The introduction of all competitors and officials can be done in a variety of ways and depends on the number of competitors, countries represented, facilities and time available and how much ceremony the organizers wish.  

Competitors and countries are introduced in host countries alphabetical order with the host country coming last (Olympic Sequence). Within each country the competitors should be introduced alphabetically. 

Officials should be introduced with the minor officials coming first and building up to introducing the Event Director last.
5.3.2 Oaths

Before the official opening a competitor representative, which can be the previous champion, and a senior official will read their respective oaths.

Competitors Oath (sample)
"In the name of all competitors, I promise that we shall take part in these World  Championships, respecting and abiding by the rules that govern them, in the true spirit of sportsmanship, for the glory of sport and the honour of our  teams."

 

       
  Officials Oath (sample)
"In the name of all officials , I promise that we shall take part in  these World Championships, respecting and abiding by the rules that govern them, in the true spirit of sportsmanship, for the glory of the sport.”

5.3.3 Official Opening

After all non-balloonist speakers the sequence of FAI and CIA speakers should be in reverse ranking order, finishing off with the FAI Representative.   The most senior FAI Representative, in conjunction with a senior political figure will officially open the event in what ever manner the organizer feels is appropriate.  (eg. Ribbon cutting, releasing a helium balloon, etc.)

5.4 Awards and Closing Ceremonies

Generally these are combined into one ceremony, but it depends on how the organizers wish to include the public and media.   Some events have had closing and awards ceremony for the balloonists and then have asked the top ten finishers to appear at a public ceremony prior to a balloon flight.  

5.4.1 Awards Podium

The awards podium will be prepared in advance with the flags of the three medal winners behind their respective podium positions and the National Anthem of the Gold Medal winner ready to be played. The awards podium will be set up in the following configuration:

· Silver - Left-hand side (as viewed by spectators) - Second highest podium  (2)

· Gold   - Center - Highest Podium (1)

· Bronze - Right-hand side – The same height or slightly lower than Silver (3)

5.4.2 Awards sequence

Any fiesta or special events held at the same time should have their awards and recognition ceremonies just prior to starting the award ceremony for the CIA sanctioned event. 

The Master of Ceremonies will introduce the award ceremony, stating the official name of the event and event category/class.  The top ten finishers will then be invited to join an escort as they march to a position to the side of the awards podium. The marching order will start with the 10th position and end with the event winner.  


a. The Master of Ceremonies will mention who (with title) will award the medals and diplomas (usually the FAI President, Air Sport Commission President or his/her designee).
b. The Event Director will be asked to come to the microphone to:

· Thank the organizers

· Thank all the officials and maybe a few specific ones

· Read the letter from the final declaration of the Jury 

· Announce the names and countries of winners.

c. The top ten finishers will be called by their name and country to the awards area starting with number 10 and working down to the top three.

d. Each of the top 10 pilot will receive a CIA Diploma (since there are two pilots in the Gordon Bennett, each will receive a diploma) and any local gifts the organizers wish to present.

e. When the third place finisher and Bronze Medal winning individual or team is reached they will step up on the podium in their appropriate place, and the medal, diploma, keeper trophy as well as other trophies and gifts will be awarded.  A moment will be allowed after the award of each medal for photographs.
f. When the second place finisher and Silver Medal winning individual or team is reached they will step up on the podium in their appropriate place, and the medal, diploma, keeper trophy as well as other trophies and gifts will be awarded.  A moment will be allowed after the award of each medal for photographs.
g. Lastly when the event and Gold Medal winner or team is reached they will step up on the podium in their appropriate place, and the medal, diploma, keeper trophy as well as other trophies and gifts will be awarded.  

h. After all medals are awarded, the anthem of the Gold Medal individual or team will be played as their country flag is raised (if no country anthem, play the FAI anthem).  The flag of the second place individual or team will be raised slightly after the first place flag.  The third place individual or team flag will be raised slightly after the second place flag.  All flags will be raised to their appropriate height (1st-Center-Highest, 2nd-Left-Lower, 3rd-Right-Lower than 2nd).  

5.5 Awards Ending

5.5.1 The individual or team winners will pose for group photographs for a minute before stepping off the award podium and being escorted away by the ceremony escort(s). 
5.5.2 No winners should leave the competition area until they have attended the complete award ceremony.
5.5.3 The Master of Ceremony will officially close the Awards Ceremony and hand over to the event organisers for the final farewell.
5.5.4 A passing of the CIA flag ceremony may be performed at world or continental championships between the government officials representing the host community and the next community to host the championship.  
5.5.5 Awards Banquet, if any.
End

It is important to note that the awards ceremony is also a significant media event for the community and sponsors so all competitors and especially the top 10 should be dressed appropriately for the ceremony.
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