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Hosting Requirements
For the
Caribbean ICT Roadshow

1 Overview of the Caribbean ICT Roadshow

The Caribbean Telecommunications Union (CTU) has embarked on a Caribbean ICT Roadshow which is designed to raise awareness within the public sector, the private sector, civil society and academia, of the innovative approaches possible and necessary for the effective use of ICT in government, business and social development.

The Roadshow will take the form of a series of country visits across the region with an agenda of activities designed to foster a spirit of innovation in the development of ICT-based practical solutions for the challenges faced in Caribbean countries.

The CTU proposes to work collaboratively with its members, partners and other interested organisations and institutions to deliver a programme designed to educate and demonstrate the transformative power of ICT innovation.

The theme, Harnessing the Power of Innovation - the engine for ICT-enabled Caribbean Development, is reflective of the objectives the CTU hopes to achieve. 

The Roadshow will culminate in a regional ICT Symposium to celebrate regional innovators and present the consensus achieved in formulating collaborative approaches to achieving measurable national and regional advance through innovative utilization of ICTs.
2 Purpose of the Document
This document has been prepared by the CTU to assist each host country in the planning and execution of the activities related to the Caribbean ICT Road Show. The document will serve as a guide for the staging of Roadshow activities in each country. 

The CTU will be working in partnership with members and other stakeholders in respective Caribbean countries to customize the event to meet the priority needs of the host country. 

Select sessions may be video recorded for re-broadcast in other countries where the event will be held.
3 Roadshow Coordinators, Directors and Committees

The overall Administrative Coordinator for this event is the CTU’s Administrative Officer, Mrs. Rosann Murray
Contact details for Mrs. Murray follow:

Caribbean Telecommunications Union

Victoria Park Suites, 3rd Floor

14 – 17 Victoria Square. Port of Spain, Trinidad and Tobago
Tel: +1 868 627-0281, Fax: +1 868 623-1523
e-mail: roadshow@ctu.int

The Programme Director for this event is Mr. Bevil Wooding, the CTU’s consulting Chief Knowledge Officer. Mr. Wooding will be responsible for development of the detailed programme for each country.  

Contact details for Mr. Wooding follow:

Tel: +1 868 682-0627

Fax: +1 868 623-1523

E-mail: Bevil.Wooding@ctu.int

The host government will be required to appoint a Conference Coordinator who will work in close collaboration with the CTU coordinator and other ICT stakeholders to plan and execute the activities of the Roadshow.

The host’s Roadshow coordinator (HRC) will be required to assemble a planning committee to formulate a national the programme and to assist in execution of national activities for the Roadshow.  The committee may comprise representatives of government ministries including Education, Communications, Foreign Affairs, Tourism; ICT Operators, Computer Society groups; Chambers of Commerce; donor organizations and other stakeholders. 

The committee will be required to identify specific topics of relevance to the host country and to assist in customizing the macro programme. The committee will also be required to determine registration fees (if any) to be charged for different activities of the Roadshow.

The HRC will be required to work closely with the CTU coordinator in developing the national Roadshow budget, assisting in planning the programme and ensuring that the necessary arrangements are made on site for facilities and services to be provided.

4 Dates
The dates and schedule for the events will be determined jointly by the host and the CTU Secretariat. 

5 Venue

         

The host will be required to identify the venue(s) and serve as the primary contact for the venue’s representative. The host will provide the CTU with relevant venue contact information.

The CTU will be responsible for negotiating with the venue representative, the hotel room and meal service rates for delegates in collaboration with the host. 

The venue must have the following minimum facilities:

· Hotel rooms for at least 8 staff and facilitators

· Exhibition space

· Internet access

· 3 conference rooms to seat 75 participants each

· Secretariat room in close proximity to the conference rooms 

6 Promotion of the Event

The host is expected to promote the Caribbean ICT Roadshow nationally through the printed media, radio and television. The host would be required to advertise the event, issue press releases and participate jointly with CTU personnel in press conferences in relevant media.  

The CTU will work with the host to generate appropriate advertising material and content.

7 Solicitation of Support for the Road Show

The host is required to assist in soliciting support for the Roadshow from the national ICT stakeholders and potential donors and sponsors. The support may be financial, or in kind for the facilities and services identified throughout this document.

Electronic and physical copies of the ICT Roadshow prospectus will be supplied to each host for distribution to prospective donors and supporters. 

Names and contact details for Roadshow supporters, sponsors and donors should be supplied to the CTU Administrative Coordinator.

8 Identification of ICT Innovators, Potential Speakers and Contributors

As the programme will be customized for each host country, the CTU Secretariat will be dependent on the host to identify the local ICT innovators, potential local speakers, exhibitors and contributors and provide the names and full contact details. 

9  Equipment and Services

The host will be required to make adequate provision in each conference room for: 

Audio Visual Equipment

· Multimedia Projector  

· Screens

· Videography services

Public Address System Head Table - 3 Microphones 

· 3 cordless Microphones

· 1 Lapel Microphone

Networking Equipment

· Wireless Access Point(s)

State Symbols

· Country Flags 

· 2 Flag Poles 

· CD with National Anthem

The host will also be required to assist in equipping the Secretariat Room.
· 2 PCs with Internet Access

· 1 Printer

· 2 Telephones  (1 with international access)

· 3 Document Tables

· 6 Chairs

10 Entry Formalities

Facilitation must be accorded to the President, Chairman and Secretary General of the CTU and other dignitaries who will be specified.  In the case of Government Ministers, the Ministry of Foreign Affairs, Immigration and Customs Authorities should be advised of the details for the meeting, participants, date and time of their of arrival/departure.

11 Customs Clearance

In the event that equipment, documentation and other materials and items associated with the Roadshow are to be imported into the host country, the host will be required to facilitate duty-free entry of such items in a timely and efficient manner.

12 Emergency/Medical Procedures and Facilities

Procedures must be established to deal expeditiously with emergencies and/or medical incidents involving delegates.

13 Transportation 

Transport between the airport, conference venue and hotel must be provided for the President, Vice President, Chairman, Vice Chairman and Secretary General of the CTU and other named dignitaries.  For other delegates, transport arrangements are at the discretion of the host.

Dedicated transportation should be available to support the Secretary General and Secretariat staff for the duration of the event.

14 Social Events

The CTU Coordinator will work with the Host and sponsors to plan the following social events

· Cocktail Reception (at host’s discretion)

· Opening Ceremony 
· Invitations may be sent to:

· Diplomatic Corps

· Heads of ICT Operators

· Heads of other ICT stakeholders
· The Feature Address may be given by the Head of Government or ICT Minister
· Executive Lecture Reception
· Other social/networking activities (at host’s discretion)

15  Breaks

There will be three breaks on each meeting day:

Morning Coffee Break      
-  
Full

Afternoon Coffee Break   
-  
Full

Lunch 


- 
At the discretion of the host, sponsored or paid for by delegates.

The host will be required to make appropriate arrangements for its staff in attendance.

16 Gifts and Tokens

The provision of gifts and tokens are at the host’s discretion. 

17 Media Coverage of the Roadshow

The Host will be required to make arrangements for full media coverage of the various aspects of the event.
18 CTU Officials and Staff

The CTU officials who would be in attendance at this event are as follows:

· Secretary General

· Project Coordinator

· Executive Assistant

· 4 x Professional Staff
19
Local Support Staff
The host will be required to provide the following support personnel:

2 Clerks (Secretariat Duties)

4 Clerks (Meeting Room Attendants)

1 Technician (Sound Reproduction System, Audio Visual & PC)
20
CTU Secretariat Contact Information 

Caribbean Telecommunications Union

Victoria Park Suites, 3rd Floor, 14 – 17 Victoria Square. Port of Spain, Trinidad and Tobago
Tel: +1 868 627-0281, Fax: +1 868 623-1523
e-mail: roadshow@ctu.int
URL: www.ctu.int  






6
7

