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Introduction

This “blueprint” was first written in 2005 and has since been adapted before and after every ECOMM to incorporate the lessons learned at each ECOMM. It should be taken as guideline for the organisers of the ECOMM.

The European Conference on Mobility Management was founded as the final conference of the MOMENTUM research project – in Amsterdam 1997. In Amsterdam it was decided to develop it into a series and the next host was Nottingham in the UK in 1998. At that stage, it became obvious that there was a necessity to have platform to provide some continuity. In 1999, EPOMM was born, first as a European project. When the EU-support ceased, it had to be developed into an international association, which was finally registered in 2006 in Brussels. 

All through this time, EPOMM provided for the continuity of the ECOMM series. The ECOMM has now become THE meeting place for Mobility Management practitioners and experts all over Europe, with over 300 delegates. Papers are selected by the International Programme Committee (IPC), whilst the programme is developed in cooperation with EPOMM. EPOMM takes care that ECOMM maintains its agreeable size, its attractive fee structure and high quality, but also strives for continuous development. 

The objective of ECOMM is to disseminate, increase and exchange the knowledge about mobility management in Europe and beyond and to enhance the networking within the mobility management community. The conference is a chance to get in touch with experts and policy makers. Each ECOMM has its own theme and contributes to a growing expertise in mobility management and the ways in which it can be successfully applied in different contexts.

Practical organisation ECOMM

Character of the conference

The conference is the major meeting of the mobility management community in Europe. Its main purposes are:

· Networking
about 30-50% of the visitors of ECOMM have been more than once at the conference. ECOMM serves as a yearly meeting place and characteristically has many formal and informal side meetings. Many European projects use ECOMM for dissemination and networking purposes. Surveys in 2008 and 2010 found that networking is the Nr. 1 reason for going to the ECOMM. It is therefore important to provide for enough time for breaks and socialising, such as coffee breaks, lunch, dinner, reception, variation in location.

· Learning
for many, this is also a place to learn about MM. It is still not a well know concept in most countries and cities in Europe. Therefore, some sort of webinar on MM before the conference or a lecture on MM provided at the conference is recommended

· Information exchange

the basic ingredient of any conference – to be provided in a variety of formats.
Further elements in the character of the conference should be:

· Gender mainstreamed

most transport conferences are dominantly male. ECOMM recognises that female participation in mobility management is high and that higher participation in the transport policy decision making and planning is important. Therefore, ECOMM aims to have a general participation of at least 40% females. To support this, EPOMM aims to have 50% of the chairs, of the plenary panel participants to be female and has a mechanism to guarantee at least 40% of the selected session speakers are female (this mechanism theoretically also applies vice versa – thus should guarantee that at least 40% of these speakers are male).
· Attracting young professionals and students

the ECOMM should aim to attract the new generation: therefore, it should aim to have at least a small proportion of young professionals and students among the attendants, possibly supported by a special fees or arrangements with local universities, or through targeting such persons in the marketing for the conference
· Main topic orientation

Every ECOMM should have a main topic and 3-5 subtopics. This is then contained in the call for speakers and should also play a role in the plenary sessions.

Example: Topics as fixed for Graz

Main topic: Moving People – Bridging Spaces (sounding good, but fairly general)

Sub topics:
· Mobility Management in historical city centres

· Mobility Management for new districts

· Cross linking of districts and regions

· Mobility Management for all generations and genders

· New forms of Mobility Management

Structure of the event

The structure of the event is largely similar each year. However, the organisation can change the programme in detail if there are good reasons for it. Normally the event will take place over the course of 3 days:

Time structure suggestion

	Wednesday
	Morning
	Excursions
	Often also a time for side meetings

	
	Noon-13:30
	Registration
	Includes quick lunch possibility

	
	13:30-14:30
	Opening Session
	Includes EPOMM presentation

	
	14:30-15:30
	Keynote speech
	 

	
	16:00-17:30
	Focus Sessions
	

	
	Evening
	Welcome reception
	Can include short awards ceremony

	Thursday
	  9:00-10:30
11:00-12:30
14:00-15:30
16:00-17:30
	Focus Sessions
Focus Sessions
Meet the Swedish
Focus Session
	Half-hour coffee breaks, 1,5 hour lunch, (plenary session to be discussed)

	
	Evening
	ECOMM Dinner
	Can include short awards ceremony

	Friday
	9:30-11:00
	Focus Session
	

	
	11:30-13:00
	Closing Session
	Includes EPOMM presentation and can include award ceremony

	
	Afternoon
	Excursions
	



Attached training workshops and extra meetings

In the past years, some European projects have attached project meetings and training workshops to the occasion of the ECOMM. This benefits the conference as it attracts extra visitors and also provides the opportunity to educate new delegates that do not know much about mobility management. 
Therefore, the host should be prepared to provide for meeting rooms in the days before the conference – expenses to be paid by the users of these rooms, of course.
Note: side meeting organisation can take a lot of time, so the ECOMM-hosts can opt out of this, but should clearly indicate that to EPOMM and possible organisers of side meetings. Note: Please do not organise any side meetings during the ECOMM programme.
The focus sessions

The parallel focus sessions are the central part of the ECOMM – here the latest developments in mobility management are presented. To offer a broad spectre of possibilities to the delegates, they have five slots with each 4 parallel running focus sessions to choose from. On average about 20% of the delegates will be in each focus session, so an attendance of 40-130 persons should be taken into account. 

Note: Good chairs and good guidance to the chairs are essential for the success of the session. 

Note: Please check the room infrastructure (acoustics, temperature, etc.) prior to the conference. In each room “technical support” should be available (students?).
Note: Organise a speaker´s room, where *ppts can be uploaded in separate folders for each session.
Note: The Uppsala the host recommends not to be too strict with timing, start/end of sessions as a lot of the delegates do not expect the sessions to start right on time and will therefore arrive a bit late.

The focus session format has evolved over the years. There are at the moment the following types of sessions:
· Pecha Kucha session (20:20 session): the presentations have a fixed format of 20 slides, each shown for a fixed time of 20 seconds, thus 6:40 minutes. There are 6 presentations in each session, and a few simple questions can be asked. Presentations plus questions thus last about 6*9 minutes, leaving about 30-40 minutes for the second part of the session: individual discussions in front of posters.  Each presenter must also bring a poster – these can then be discussed during the rest of the session.

Note: Quality check of the presentation well before the ECOMM is essential, as often presenters have difficulty with the format. Presenters should submit a poster. 
Note: The poster part proved to be popular according to the Utrecht 2015 evaluation, but were often not brought by the presenters. This has to be checked in advance
Note: In Maastricht 2017 and Uppsala 2018 the presenters received a coaching (financed by host) which was very beneficial for all sides and took presentations to an improved level. Highly recommended, if Pecha Kucha (20:20) is planned. 
· Presentation session: in such a session 3 papers are presented, each with about 15 minutes presentation, with ensuing discussion. The papers should have a common theme or be related to each other. Experience has shown, that there should never be more than 3 presentations per session, as cohesion of the theme as well as the time for discussion suffer when there are more. 

This format was the dominant format in Gävle 2013. It apparently worked as there were quite precise themes, a thorough grouping of papers and a good preparation of the chairpersons.
Note: Additionally, the IPC and the EPOMM-board have the possibility to invite so called “impulse speakers”, that can complement the session so it would be more interesting, better fit the theme and be as up-to-date as possible. This so far was only done to a very limited extent and the recommendation from Utrecht is to nominate more impulse speakers. 
· Challenge Session: In these sessions, a short challenge (about 3, max 5 minutes presentation) is posed by 3-4 challenge speakers (e.g. “How to motivate developers to participate in MM”)? and short questions from the audience are possible. After introduction and presentations (max 30 minutes) the audience is divided up into 3-4 groups at a table each and discuss one of the challenges for 25 minutes. After that, people can change group and the procedure is repeated. At the end, the conclusions per table are presented by the table hosts and note takers.

Note: each table needs a “table host”, these are normally the speakers. However, the conversation tends to be a bit one sided. The table-host should better nominate a chairperson and a note-taker. Flipchart should be provided to take notes. 
Note: According to the evaluation of ECOMM 2016 in Athens it would be highly appreciated to have a "failure session" presenting the factors of failure and discuss how to avoid.
Note: New formats in ECOMM 2017 Maastricht were the pressure cooking session and the House of commons debate. Both formats clearly added new things to the programme; good to see many new young participants with fresh ideas; more young people and different audience at ECOMM 2017 than the usual ‘ECOMM’ suspects was highly appreciated;

In the past the also following formats were used but finally abandoned:

· Workshop
Workshops are more interactive and often involve group work- there are a broad range of possibilities

· Training workshop

· Working on a challenge

a challenge is presented and the presenters then facilitate group work

· Group work on a topic/problem

a topic/problem is explained and the presenters facilitate group work 

· Walking Workshop 

as practised in Walk 21: participants do not stay inside, but instead are taking a walk – with some location oriented presentations on the way – special attention must be paid to how this is integrated into the programme

Why the workshop format was abandoned:

· Workshops can mostly only have a limited number of participants – thus claiming valuable space from the other parallel focus sessions.

· There is only one presenter in a workshop – in others there are at least three – in case there are many workshops, this severely limits the number of papers that can be accepted.

· It is hard to control the quality of the workshops in advance – but if it is not good, a whole session is wasted. In other sessions, one not so good presentation can be saved by other, better presentations. 

Plenary Sessions

In the optimum case, the Plenary Sessions, especially the Opening, should be the attractive highlight of the conference. They are attended by the full audience – and serve many purposes:

· Distinguished, famous speakers add attractivity and can be a reason to decide attending the conference

· The opening session should be inspiring and entertaining and so set a positive note for the conference
Note: In Uppsala the conference carried out the ABBA theme for session description and the organization team presented an ABBA welcome performance, both highly appreciated and gave a memorable note to the conference.
· It is an opportunity for organisers and politicians to present themselves and their ideas
Note: If possible, try to make sure that you know what your welcome speaker/-s will talk about, brief them well in advance. 
· The Keynote speeches relates to the main theme of the conference, there should be at least 2 keynotes speeches (one on Wednesday and one on Friday), better one per day.
· Plenaries provide the opportunity for discussion and audience participation

· EPOMM has a speech at the Opening and the Closing session. In the Closing session the next ECOMM host is to be welcomed.

· The Closing Session is also an opportunity to award prizes

· Note: each plenary session should have one central and dominant keynote speech, other presentations or speeches should be smaller. The main keynote should be so attractive that it attracts delegates to attend the conference

· Note: It is ESSENTIAL to have an outstanding conference facilitator – this can make or break the plenary sessions. Erik Peekel in Utrecht or also Simone Van Trier in Maastricht were such an outstanding facilitator. 

· Note: As Plenary Sessions did not work that well at every conference, the Plenary Session on the second day were skipped in 2013 and 2014. However, in Utrecht 2015, Athens 2016 and Maastricht 2017 it was reintroduced and proved to be a great success. The future conferences should have 3 plenary sessions (one on each conference day). 
· Note: Panel discussions are not easy to prepare. Risk of poor interaction between the speakers. Needs good preparation and moderation, interactive formats.
· Note: A description of presentation formats and deadlines has to be included into the CfP. 
It is difficult to reconcile all these demands, therefore careful preparation as well as very competent moderation is essential. Having everything in just one language greatly facilitates the situation (ECOMMs 2013 - 2018 were all just in English). In case of using more languages, simultaneous translation must be of excellent quality. Consecutive translation is strongly discouraged. Famous speakers can be very expensive (well over 10,000 Euro), that is normally out of reach. 

It is important to involve the audience as much as possible and to provide an open setting (no hiding behind large podium tables).

Good practise:

· Gävle 2013 had instantaneous voting on speaker questions via electronic devices – which was quite popular even if technically not 100% functional.

· The major of Gävle cycled onto the stage and even sang a song!

· London 2008 offered the opportunity of formulating questions before the conference during the registration process – the persons got the questions on their badge and were then asked to repeat their question during the plenary session. 

· Maastricht 2017: On site survey – during plenary sessions – via mobile online votings. 
· Uppsala 2018: All plenary sessions were supported by an App that gave audience the chance to ask questions, organization team performed ABBA welcome song!
Bad practise:

· Long rambling presentations (often from politicians) that are not stopped by the moderation.

· Too many rather uninspiring introductory presentations

· Speakers that seem to have no clue what mobility management is about and who’s speeches only repeat things well known to the audience or do not relate to mobility management at all.

To avoid this, excellent moderation and good briefing is essential – including a short meeting of all speakers before the session with clear rules on length and possible cut-off of the presentation.
Note: It is highly recommended to choose an experienced moderator, familiar with MM issues!!
Session to “Meet the local initiatives”

In Toulouse 2011, Gävle 2013 and Utrecht 2015 and Ahens 2016  a new session format was tested with success: “rendez-vous with the Toulousains”, “meet the Swedes”, “meet the Dutch” and "greet the Greeks". It was modeled on the “meet the Danes” session of the Velo-City conference in Copenhagen 2010. The principle is the following:

· 20-30 local initiatives/companies related to sustainable mobility have the opportunity to present themselves (the exhibitors can also participate) at a little stand/table – each one has a number that is clearly marked, for example with a balloon

· The presentation is only 7 minutes maximum– in another 7 minutes people have the opportunity to ask questions, after that there is one minute for people to go to another stand (total 15 minutes)

· In the one minute break loud music is played so people cannot talk very well anymore and are thus softly “forced” to go to another stand. 

· The principle is explained in the conference brochure or in an extra leaflet that also contains a map showing the stand numbers and a list of the stands explaining the content of each stand in one sentence. 

· The presentations should all be in English

· The meeting should be in a large, very well accessible space (foyer) so everybody can participate. It can get quite loud, so good acoustics are helpful.

Note: The organisers in Utrecht 2015 told that this part had a high organisation effort. 
Note: Maastricht organisation recommends it could actually be included in excursions, e.g. one afternoon offering different excursions that may be sponsored, where public and private parties can show their initiatives. This could replace the "Meet the Locals" part as it is set up now. 
Welcome Reception

The welcome reception is at the first evening of the conference, often at a place that highlights the attractiveness of the host city. Small speeches can be made, the atmosphere is light, drinks and small snacks are served.

Note: In Utrecht 2015 it was in the brand new city hall with a fantastic view, in Florence 2014 it was in the beautiful garden at the conference.
Note: Welcome reception in Maastricht 2017 was held at a nice place with good snacks and drinks, but the welcome word outdoors was quite messy as many people just kept talking; was especially disturbing to the speaker, but feedback of participants was rather positive.
Note: In Uppsala 2018 there was a bit of a food waste, since some of the registered didn´t show up. Try to make sure that all delegates confirm a couple of days before that they will actually attend the reception/dinner.
Dinner

The “gala” dinner is for many people the highlight of the conference. An option to get to know people in another setting than purely professional, to have interesting conversations, and definitely to party! An ECOMM without at least a bit of dancing is somehow not complete (open end is appreciated by participants!)
EPOMM-board members, keynote speakers and politicians should be seated according to a plan, all other seats can be taken free. However, it should be taken care of that there is a certain mix and that for example first time visitors from countries that are seldom at the ECOMM or come from a great distance (e.g. Abu Dhabi, Japan, Russia, Turkey) are taken care of by an EPOMM-member or by the hosting organisation.
Normally, the EPOMM President and one of the host politicians make a short, more or less impromptu speech. 
Note: speeches at opening, reception and gala dinner tend to be repetitive (every time another politician says more or less the same) which should be avoided.  

On some ECOMMs, Dinners were used for Award Ceremonies. It can be done but must be well organised – the location can have its challenges and it has happened that most of the visitors have missed the ceremony or did not hear and see much (e.g. San Sebastian 2010).

Note: Attention should be paid to ‘affordable prices’ for the dinner, even for guests that might join only for that evening (e.g. partners of participants)  
Note: In Uppsala there was a bit of a food waste, since some of the registered didn´t show up. Try to make sure that all delegates confirm a couple of days before that they will actually attend the reception/dinner.
Awards

At every ECOMM since 2008 awards were presented. The plan is:

· Best international policy transfer award

EPOMM will take care of everything around the awards: promotion, jury, invitation of the winners, trophies etc. The host has to provide a time slot and presentation opportunity for the awards (either at the plenaries or at the dinner).
Note: the “Best paper award” was skipped in 2012-2017 and will probably not be taken up any more, as Utrecht recommended to shorten the whole award ceremony. The Utrecht 2015 ceremony suffered from organisational problems.
Online Registration

Registration should function online. It is a complicated process; many things need to be taken into account, amongst them:

· Fee structure (a more flexible structure was suggested after Utrecht, e.g. offering the possibility to come and pay per day/parts of the programme; further discussion needed!)  

Note: One-day registrations might have effect on number of full subscriptions.
· Payment scheme

· Comments

· What needs to be written on the badge

· (Dietary requirements)

· Policy concerning passing on of addresses and photos and subscription for EPOMM e-update – „I accept” statement on the registration.

Sponsors

Sponsors are important for financing the conference. For their sponsoring, they want visibility. This can be provided in the following ways:

· Via a stand at the exhibition

· In the programme

· On the ECOMM-website

· In the “meet the local initiatives” session

· In the presentation and pecha kucha sessions (was only practised in Florence 2014)
For this last possibility, there are some strict rules. The EPOMM can accept content that is fitting for the session and can provide additional value for the delegates. However, EPOMM can NOT accept simple open advertisement. It has to be unobtrusive:

· Presentations must be delivered at the latest 28 days in advance of the conference

· Presentations have to fit the theme of the session

· Presentations must be accepted by the coordinator 

· Presentations have to strictly follow the format of the session (either Pecha Kucha or 10 minute presentation) 

· Information, whether the presentation is accepted or not will be forthcoming 14 days before the conference. Later inclusion in a session is NOT possible.

Sponsors presentation in the plenary should not be allowed – accept as part of a plenary discussion (bad example: Ansaldo Breda in Florence 2014, good example: Google Transit at Toulouse 2011). 
Note: In Maastricht 2017, host organisation managed to gather little sponsorship, only regional partners; reason for not sponsoring was that the event was not familiar and/or did not attract the right target groups; Standing 3 days at a conference seems too long for many companies; host organisation offered just 1-day participation. 

Side meetings

In the conference venue rooms must be available for EPOMM (free of charge) to use during ECOMM (e.g. for press conferences, board meetings or backstage event).

It is advisable to also provide the opportunity for additional side meetings before or during the conference and advertise this on the website and the communication. Some EU-projects use the conference as a meeting and dissemination opportunity – thus providing for side meetings can help to get more delegates to the conference.
Note: side meeting organisation can take a lot of time, so the ECOMM-hosts can opt out of this, but should clearly indicate that to EPOMM and possible organisers of side meetings. 

Conference website

It is the task of the host to make a conference website. It is one of the main marketing tools, so it should have a professional and attractive look and be easy to navigate. As an incomplete checklist, it should contain:

· Online Registration and payment options

· Note: access to the registration selection should be provided also after registration!
· Note: The registration portal should offer an option to subscribe for the EPOMM e-update
· Map of venues and main stations/airport

· Programme (one-page short version and dowloadable complete version)

· Mobility options (on foot, bicycle, public transport, car)

· EPOMM logo and link to epomm.eu
Note: The website has to be operational before sending out the CfP and should be under the top pages in google search.



Timetable
	Aug 2018
	Meeting with Coordinator, setup of agreement between EPOMM and host, signature service contract, fixation of supporting role of AMOR (in 2018 on 30 July)

	Oct 2018
	Preparatory EPOMM-Board meeting in the host city 

	End of October 2018
	Conference website online, Opening of call for speakers

	December 2018
	Selection of host ECOMM 2020

	January 2019
	IPC-meeting for selection of abstracts

	End Jan/ begin Feb 2019
	Development of final programme: speakers, sessions, chairs

	Mid February 2019
	Send out conference invitation with detailed programme, online registration, accommodation and travel information

	March/April 2019
	Early bird bonus deadline

	Before ECOMM 2019
	Setting of the date of the ECOMM 2020

	At ECOMM 2019
	Presence of ECOMM 2020 with stand and presentation 
Informal meeting with EPOMM Board and Coordinator 

	May/June 2019
	ECOMM 2019


Role of EPOMM and the EPOMM board 

The EPOMM Board is the highest level body and has the final decision on the final conference program and list of speakers and chairs based on the proposal of the host. EPOMM proposals for program structure and sessions as well as speakers coming from EPOMM have to be accepted by the host. The final decision will be taken by the EPOMM Board end of February based on the consolidated program proposal of IPC, Host and EPOMM.
EPOMM takes the following decisions:

· Nomination of IPC-members

· Influence and approval on conference details (webpage, call for presentations, programme, keynote speakers, organisational aspects, etc) 

· Approval of final programme of ECOMM

Standard support

EPOMM offers free of charge a number of standard support services to ECOMM hosts:

· First meeting with the programme organisers to develop conference content and conference organisation – in this meeting an official agreement between EPOMM and the host is proposed and should be signed until the next meeting with EPOMM.

·  Assist the host in the preparation and follow up of the EPOMM-Board meeting in the host´s city

· participation at the EPOMM-board meeting and the IPC-meeting

· advice on: organisation, call for speakers, paper evaluation, programme (speakers, chairs)

· promotion and marketing of ECOMM (through the EPOMM National Focal Points, through the EPOMM e-newsletters, city-networks, other European contacts)

· after the conference the EPOMM website publishes the conclusions and the speeches of the plenary sessions and focus sessions. A selection of the papers submitted is kept in the EPOMM database of best practices. A special issue of the e-newsletter is dedicated to the highlights of the ECOMM.

· EPOMM assists in the evaluation of the conference


Additional support

The EPOMM consortium (especially AMOR) over the years has acquired high experience and developed various tools, checklists and forms for supporting the organisation of the ECOMM: EPOMM offers a package of support that is described below and is using a web-tool to process the IPC decisions which is co-owned by AMOR and EPOMM. It is recommended, but not obligatory foreseen, to sign a contract with EPOMM or AMOR to use these services. 
The ECOMM hosts of the ECOMMs 2002-2005 and 2009-2018 have all made such a contract for all or a part of these services. In the few years without a service contract, high additional efforts on both sides – host and EPOMM - has been noticed and to avoid this, the service contract has to be signed at the first meeting with the coordinator. The EPOMM coordinator /AMOR will explain the extent of the services at the first meeting and discuss it with the host. 
The authorized signatory should attend this first meeting. 
· Organisation of the full call for speakers and the selection process:
· send out the call for speakers, 

· collect the abstracts, send confirmation of receipt to authors

· doing the pre-evaluation, organising the evaluation by the IPC, define the evaluation criteria for the selection of the abstracts 

· distribution to the IPC of abstracts to be evaluated 

· processing of the evaluation results of the IPC

· preparing the  IPC-meeting in cooperation with the host city

· presentation of evaluation results at the IPC meeting, leading the IPC-meeting

· collection of suggestions for chairs

· brief minutes of the meeting

· Co-organisation of the focus sessions and keynote speaker presentations

· process the results of the IPC decisions

· information of the selected authors and of the not selected authors

· grouping of the presentations into sessions, selection of session titles

· search and selection of the chairpersons

· organise the content of the focus sessions including invitation and information of speakers and chairpersons 

· ensure that keynote and “impulse” speakers are invited and confirmed in time to market them as part of the programme

· Collection and quality control of presentations

· instruction of the selected authors and chairs on how to proceed, develop and send out guidelines for the presentations to speakers and chairs

· assure that the speakers deliver their presentation in time (reminders)

· quality control the presentations for the sessions, mainly on adequate length, layout and balanced usage of words and images

· distribute the presentations of each session to its speakers and chairperson

· (Development of the conference website)

(this part was only used in 2009 and 2010 and has turned out to be difficult because of language communication problems – however, if desired, EPOMM/AMOR can develop the website for the host city as well)

Allinx

A notable support has come from Allinx.eu. On several ECOMMs they offered to organise a VIP-lounge and to document some presentations on video. At the ECOMM 2014 they negociated a discount of 15% for allinx-members. Moreover, Allinx offered to announce the ECOMM on their website. Allinx will probably approach the hosts to negotiate these issues. Allinx has not been involved anymore since 2016, as they could not see benefit.
Note: Allinx was not involved anymore since 2017. 


Further role of EPOMM for the ECOMM

EPOMM ensures the continuity of ECOMM by searching for candidates to host the conference, providing a forum for applicants and initialising the selection process of the candidates. The EPOMM Board annually selects the host for the ECOMM, normally in November or December of the year preceding the ECOMM – so the host of the next ECOMM is known at the IPC-meeting.
EPOMM approves the yearly composition of the IPC.
EPOMM is part of the International Programme Committee (IPC), which advises the host city on the content of the conference (main theme and topics, choice of speakers in sessions and plenary sessions, selection chairs), evaluates the papers and supports the promotion of the conference.
At the conference EPOMM gives a plenary presentation at the beginning and at the end of the Conference, and EPOMM has an information stand (free of charge). An appropriate room for an EPOMM backstage event and board meeting has to be provided for free. 
Meeting with the Coordinator

This is a full day meeting with the EPOMM-Coordinator in which all aspects of the conference and the conference preparation are explained and discussed. 
· The discussion and explanation are done by way of this blueprint and examples of materials from previous conferences, that the Coordinator brings. This usually takes half a day.

· After lunch, the venues are visited and inspected

· After the venue inspection, there is usually a wrap-up session of about one hour

· The coordinator brings a draft agreement has to be signed by EPOMM and the hosting city. This agreement formalises the relation between EPOMM and the host city

· The host city must decide, whether it will draft service contract EPOMM/AMOR for additional services – or not. EPOMM/AMOR will be sent a draft bid for these services prior to the meeting. It will be discussed and signed at the meeting. 
Note: The host´s ECOMM team should participate in this meeting, in particular authorized signatory is needed.   
Preparatory EPOMM Board meeting

The main aim of the EPOMM-Board meeting (Sep/Oct) in the host city is to identify the contents of the conference programme, including the central theme, focus session topics and possible plenary speakers. This forms the base for a draft proposal of the call for presentations, which is then sent out for feedback to the IPC and can be discussed online also. 
Other points on the agenda include:
· timetable (deadline call for speakers, evaluation, final programme)

· budget (incl conference fee),

· marketing and distribution,

· miscellaneous (stands/poster sessions, translation, format of conference material), next meeting.


The board meeting usually runs from lunch to lunch. The first day is reserved for ECOMM issues, the second day in the morning is for internal EPOMM issues, until noon. After that, the host city again joins the meeting to wrap up. If possible, a visit of the venue should be planned for the second afternoon. 
Note: The host´s team should participate in the ECOMM part of the meeting. 
Role of the IPC

The IPC - International Programme Committee is nominated by the EPOMM members and by the EPOMM Coordinator. The main role of IPC is to:
· Suggest topics

· Comment call for papers

· Evaluate papers

· Take part in the IPC-meeting to contribute to the final selection of papers and focus sessions

· Suggest persons to invite as impulse speakers, keynote speakers and chairpersons
The IPC-members do not get any reimbursement from EPOMM, except the speaker-rate-fee for participation at the ECOMM.
The IPC was established in 1997, before EPOMM, and consisted of experts of MM in Europe and North America, selected by the host city, as recommended by the former host city. They advised the organisers on the ECOMM and selected the papers to be presented. Meanwhile, EPOMM has taken up much of this function, but the IPC still plays an important role and is valuable as a rather informal expert network resource with considerable knowledge on MM developments in Europe. Moreover, they are valuable for marketing the conference in their respective countries. For the ECOMM 2014, there were a record number of 36 IPC-members from 23 countries.


Who?

· Every EPOMM member state is entitled to nominate two IPC-members.

· The host city can nominate two additional IPC-members

· The EPOMM-Coordinator nominates one person each from most other European countries


When?

The IPC meets in January of the year the ECOMM is taking place.

As subcontractor service provider , EPOMM/AMOR sends out the invitation and agenda to the IPC members, chairs the IPC meetings and makes the minutes of the meeting, the hosting city provides rooms for the IPC-meeting in case it does not take place in Brussels.  (if all this is not outsourced to EPOMM/AMOR, then the whole process of organisation of the IPC-meeting is the task of the hosting city, see description below).

What?

The main aim of the IPC meeting (January) is to make the final selection of the papers that will be presented in the sessions. The results of the evaluation by every IPC member and the general overview of the results are discussed here. Other agenda points include: plenary sessions, session chairs, keynote speakers and conference promotion.
Preparation of the IPC meeting

The IPC meeting convenes about 20-30 persons that have devoted considerable time into the evaluation of the papers. Therefore, it has to be well prepared:


· There should be a good The moderator for the discussion,  is looking at the time structure, having people focus on the topic at hand, seeing that every participant gets a voice in the discussion, and paying attention that the discussion is result oriented

· A good overview of the results of the evaluation should be available, providing quick access.

· There should already be a pre-selection:

· of the 20-30 best papers to be selected for sure

· of the worst papers, to be discarded for sure

· groupings of topics, as far as feasible,

so, that the discussion can focus on the more difficult selection issues

· experience shows that the group has to break into smaller working groups to come to results on special issues. IPC could also have subgroups (e.g. 3 IPC members come together to discuss one theme).

· It is very valuable to dedicate some time to:

· Selection of chairs

· Selection of additional keynote speakers 

· Promotion of the ECOMM in the countries of the IPC-members

All this should be very well prepared! The IPC meeting is a very intense workshop and can hardly be organised by the host. Thus, it is part of the service contract. it is recommended to outsource this preparation to EPOMM/AMOR. 


Note: Utrecht suggested to make the IPC-meeting “less heavy” and to organise via skype. EPOMM decided, that indeed, it is a very difficult meeting, but so far it was always successful and virtual meetings would stop the often fruitful interaction or further decrease the involvement of the IPC, which always has been helpful for quality improvement, content input and marketing).

Note: Moreover, in Athens 2016 the try to have a virtual meeting via skype to increase the number of IPC members involved failed due technical reasons. 


Call for presentations

At the ECOMM 2014 there were a record number of 180 abstract submissions. These abstracts have a standard format describing the contact of the future presentation. 


Total number of papers

As a rule there are about 4x5=20 parallel focus sessions. 

· About 5 of them are Pecha Kucha, yielding about 5*6=30 Pecha Kucha presentations

· About 10 of them are presentation sessions, yielding about 10*3=30 presentations

· About 5 of them are challenge sessions yielding about 5*3=15 presentations

This number might be further reduced as the IPC and the hosts have the possibility to nominate proven outstanding quality speakers for sessions – the so-called impulse speakers – or when the presentation sessions are replaced by one-topic-workshops.  

Time schedule:

A list of suggested focus session themes and possible speakers at the opening and closing sessions should be available at the latest 10 days before the EPOMM-board meeting so board members have a good basis for discussion.

The distribution of the call for speakers should be planned for mid/end October, by then the conference website should be online. 
The final deadline for submitting the abstracts is begin/mid December.

In the frame of the service contract, EPOMM/AMOR (if contracted) can will process the abstracts and evaluations via an online review-tool and, based on the individual evaluations of the IPC-members, make a pre-selection.


Note:  70-80% of the abstracts are submitted on the last day, and most others in the last week. So, it makes little sense to move the deadline. However, experience shows, that almost always a few persons submit too late. These persons should get a notification that they can submit their material, but that it is not guaranteed it will be taken up. The decision should then be taken by a small committee (e.g. consortium, one or two board members and one or two IPC-members that need to be appointed BEFORE the deadline) a week or so after the deadline whether some or all of these abstracts are still admitted. 


Evaluation abstracts

In frame of the service contract and after the deadline for submission of abstracts the EPOMM will set the evaluation criteria (in cooperation with the host EPOMM) and make standard evaluation forms and guidelines for the IPC members. The host EPOMM will distribute these forms and guidelines to the IPC together with all the abstracts to be evaluated (an average of 25 abstracts per IPC member, depending on the number of abstracts received and number of IPC members). Each IPC member should have around 3 weeks for the evaluation. The host EPOMM will process the results and make an overview, as a basis for the IPC meeting in January.


All this work can also be outsourced to EPOMM/AMOR.
Rejected papers as poster 

At the ECOMM 2014 for the first time, rejected papers got the option to present their topic as posters – originally in electronic form. It was later “demoted” to simple posters. This is an interesting option, it has not yet been decided, whether to repeat this experience. It is extra work, but also means additional opportunities and possibly additional delegates and further networking options. 


Note: At the ECOMM 2014, the poster location was not very attractive and the similar format required led to rather monotonous posters – it could be done better. Not many posters were submitted (about 10). Utrecht 2015 did not take up this option. In Athens again it was not presented in the best way and thus not very well noticed. Maastricht 2017 took up the idea again, location and set-up were not perfect, but enough interest of participants. Uppsala 2018 recommended to find central space for the posters at the venue as early as possible and to give enough attention on preparation. 
 

The final selection of the papers takes place at the IPC-meeting, End January. The IPC meeting decides upon the final programme (plenary speakers, focus sessions, chairs…).

· Right after this IPC meeting, the host contacts the chosen speakers and asks confirmation for their presentation; also, the chairs need to confirm their participation.

· Next step is to send out the conference invitation with detailed programme, registration form and accommodation information, which should be distributed in February (around 3 months before the start of ECOMM).

· The final presentations need to be quality checked. The host should develop and send out guidelines (including timing) for the ppt presentations, Pecha Kucha and Challenges, as well as detailed guidelines for the chairpersons. The results of the quality check of the content should also be communicated to the chairpersons.

· Invitations and information should go out timely, so delegates, speakers and chairpersons can book their journeys and book their hotels well in advance.

· Some weeks before the conference, the host should distribute the presentations of each session to its speakers and chairpersons.

All this work can also be outsourced to EPOMM/AMOR.  All these tasks are included in the service contract. 

Conference pack 

The host should produce conference packs, with

· the final programme

· a list of participants ordered by country, name and e-mail contact

· some tourist information (incl. city map)

· individual conference badges

Note: Utrecht for the first time used an app. It was quite popular as it showed the individual programme, but it was not so appreciated that there was no list of the delegates and that this was only on the app. Sometimes there were problems with the WLAN so the app could not be used by international guests. The communication via the app was hardly used. On balance: app might be a nice tool but it is not really a necessity. Hard copies of the program and the list of participants are appreciated by the audience.
Note: Uppsala 2018 also offered an App and most of the delegates have been very positive towards it. It is recommended to highlight all features already in advance and also again during the conference. Uppsala used the app for info about the programme, asking questions, polls and evaluations, but it could have been used for much more, e.g board for discussions, evaluation of speakers and chair persons, etc. If you want to maximize the usage of the app, you should not use any other tools (like paper), but to those who cannot use an app that becomes a problem.

Some details:

· the final programme should contain:

· the venues

· the detailed programme as well as a simple one- or two-page overview

· the list of IPC-members

Note: programme should be quality checked for usability, readability (by EPOMM)

· Badges should contain at least:

· In large fonts, well readable from a distance: name, country and organisation of the delegate

· Additionally, they could contain in a folded version

· The sessions and excursions selected by the participant

· A map with event locations

· Questions posed to the keynote speakers in the registration process

Note: In Maastricht 2017 and Uppsala2018, the booked sessions were written on back of badge, this was appreciated by participants, while others suggested to have name and institution on both sides of badge in order to ease identification.
Note: Names and organization have to be very well readable (font size!!)
Checklist - Special issues at the conference 

This is an incomplete list established from glitches in past conferences:


· Guidance: there should be adequate signage and information in the conference programme to find the various presentation rooms, meeting points for excursion and all venues (dinner, welcome reception). 
Note: Check your sign system in advance, all rooms have to be reached easily and without asking people for guidance.
Note: In Uppsala organisers made themselves visible during the conference (for example with bands or shirt). It was a really simple way to make the hosting a little bit better. 
· Natural light: many conference venues are designed with the option to completely close out natural light so as to see the presentations better. This often result in a “cellar feeling”, while outside there is often beautiful May weather. Unattractive and uncomfortable for delegates. Often this complete shutting out of light is unnecessary.

· Organisers and attendants (and chairs, if need be) should see that an optimum maximum of natural light can be left into the room.

· Breaks should provide options to go outside.

· Attendants:

· Should be there to check sound quality – especially of sent-in pre-recorded PKs

· Should provide micros

· Should put on presentations on the laptop

· Should optimise natural light access

· The registration desk should have a computer and a printer, so people have the possibility to print out some materials they might need.

· Collection of presentations: Collect all presentations during the conference from the conference laptops so you have the final versions immediately. Speakers ready room is nice to have and supports presenters at the conference.
· Free public transport: It is recommended to provide free public transport during the conference for the delegates and clear guidance how conference venues, main hotels, airport and city centre can be reached by public transport.

· Excursions: These can be very popular. Unfortunately, the people that register are not always all turning up, while also many non-registered do turn up. Therefore, some flexibility in the organisation is needed. 
Note: Maastricht 2017 feedback: A lot of no-show at the excursions; due to the inclusion in delegate fee, participants did not feel the pressure to turn up for the excursions after registering;
Note: Uppsala 2018 also had lot of no-show. The idea of adding an extra fee for the excursions should be tried. Check at registration, if participants will attend, evetually free seats can be offered in the plenary sessions. 

After the conference

Publication

The host can publish the conclusions of the conference on their own ECOMM website. It should ensure that EPOMM receives all presentations in electronic form, as EPOMM will also publish it on the EPOMM website (see e.g. http://www.epomm.eu/ecomm2014/) and produce a newsletter (e-update) see e.g.:
 http://www.epomm.eu/newsletter/v2/eupdate.php?nl=0614&lan=en.
 
Evaluation of the Conference:
The host should provide the data of the participants (e-mail, phone, address, country, session participation, function at the ECOMM) as well as any statistical evaluations (such as number of participants, costs, revenues) to EPOMM. The host should provide for the distribution and collection of an online evaluation form (in cooperation with EPOMM) for the overall conference and for the focus sessions. 
The ideal procedure is as follows:

· Per e-mail, all participants get sent an evaluation form right after the conference (best already on the last day of the conference). 
· After a week or two they get a reminder

· The evaluation report is then generated automatically


Note: In Maastricht 2017 it has been sent very late and only very few participants replied. 

Note: In Uppsala, an app was available to evaluate sessions, speakers and chairs. Make sure, that participants use it already during the conference. 
This work can also be outsourced to EPOMM/AMOR.

Assistance of the next ECOMM

Note: it is highly recommended that the main conference organisation persons (day-to-day in charge persons) should have a conversation with the main conference organisation persons of the next ECOMM. For this it is of course necessary that these persons of the next ECOMM are present at the ECOMM and have time to talk after the ECOMM (and do not immediately leave). 

Budget of ECOMM

The total budget for ECOMM depends on many aspects, like the quality of the organisation, price of the location, price of the dinner, etc. However, to give a first impression one should calculate a budget of 200.000 – 300.000  300.000 – 350.000 Euro.

Only a part of this budget can be covered by the participants fee, which is on average around 400 euro per participant (maximum 600 euro), and sponsors.

· Members of the IPC, EPOMM board members, speakers/chairpersons and EPOMM-award-winners get the reduced speaker’s fee

· Each EPOMM member state is entitled to nominate one person for a free ECOMM-ticket – before the end of the registration period.
· EPOMM has additional three free tickets for special invitations.  

· “Impulse speakers” to complement presentation sessions also get a free ticket for the ECOMM. They can be nominated by the IPC but must be accepted by EPOMM and the host city. 

· Special arrangements can be made for keynote speakers. Usually, the hosting city pays for hotel and travel expenses and the keynote speaker can get some compensation for the time.

· Participants from new member states and from EPOMM countries have a 100,- Euro discount – see overview below

Fee Structure

	
	London 2008
	Graz
2010
	Frankfurt 2012
	Gävle 2013
	Florence*
2014
	Uppsala*
2018

	Early registration
	Full fee
	410
	450
	350
	466
	-*
	500

	
	„New“ EU member states
	310
	350
	260
	349
	-
	400

	
	EPOMM MS
	310
	350
	280
	407
	-
	400

	
	Students
	
	
	100
	58
	-
	105

	Late registration
	Full fee
	490
	600
	420
	582
	500
	600

	
	„New“ EU member states
	390
	500
	300
	466
	380
	500

	
	EPOMM MS
	390
	500
	300
	524
	450
	500

	
	Students
	
	
	120
	58
	-
	125

	Can register any time
	Presenters,
IPC-members, Chairpersons,
Award winners
	0
	150
	150
	175
	160
	150

	
	Impulse speakers
	
	
	
	0
	-
	-

	
	Keynote speakers
	0 
	0 
	0
	0
	0
	-


*Florence had some special features in their fee structure: there was no early bird fee, there was a reduced fee of 290 for poster presenters (of rejected papers) and a reduced fee of 230 for Italians registering via Euromobility. There was also a 15%  reduced fee for Allinx members.

* Greece introduced a lot of special fees due crisis (group tariffs, students, one-day tickets) in order to attract more participants.
*Uppsala offered a 1-day ticket for EUR 175,- (EUR 225,- late registration) and extra tickets for Gala Dinner only for EUR 75,-
All Prices excluding VAT

“New” EU Member states – New (eastern Europe) EU-Member States: Bulgaria, Croatia, Czechia, Estonia, Latvia, Lithuania, Poland, Romania, Slovenia, Slovakia

10 EPOMM Member states: Austria, Belgium, Finland, France, Germany, Italy, Netherlands, Norway, Portugal, Sweden.
Annex

Short history of ECOMM

The first ECOMM was held in Amsterdam (Netherlands) in 1997. It brought together local experiences from several European countries and the USA. It helped to establish the role that mobility management could play in reducing the use of the car for commuter travel, and put MM on the political agenda for the first time in several countries. It also provided a major networking opportunity for professionals across Europe who so far had mainly worked in isolation.

The second ECOMM took place in Nottingham (UK) in 1998, with as central theme ‘Changing travel behaviour through innovation and local partnerships’. It drew on the emerging findings of the European mobility management projects MOMENTUM and MOSAIC. As well as presenting a range of good practice examples, it also laid down some basic ground rules for the future development of mobility management in Europe. In particular, it provided a working definition of mobility management that has been widely used since.

The third ECOMM in Münster (Germany) in 1999 was entitled ‘Interaction in the mobility management sector; new cooperation, techniques and solutions’. It explored new targets, tools and services for mobility management.

The fourth ECOMM in Bregenz (Austria) in 2000 dealt with ‘Crossing borders and making regions accessible’. While the previous ECOMMs were primarily targeted at urban transport issues, ECOMM 2000, for the first time, focused on important cross-border and regional aspects of mobility management.

The fifth ECOMM in Rome (Italy) in 2001, focussed on ‘Legislation tools and sustainable mobility’. It introduced Southern European countries to mobility management, at a time when Italy had introduced legislation requiring larger companies to introduce workplace travel plans.

The sixth ECOMM (2002) was in Gent (Belgium), with as main theme ‘Responsible mobility - active partnerships’. It explored best strategies and practices to come to effective partnerships and complementary interaction between the demand and supply side. New partnerships with the leisure, shopping, tourist and health sector, the freight and logistics sector, housing developers, and the public at large, were at the centre of the conference.

The seventh ECOMM (2003) took place in Karlstad (Sweden), and looked into ‘Managing transport demand to attain sustainable development and economic effectiveness-why and how? The conference investigated how mobility management can help to break the link between economic growth and transport growth. It also addressed the new forms of co-operation that are required to introduce mobility management in the early phases of the planning process and the new structures, forums and meeting places that need to be developed.
Lyon (France) hosted the eighth edition of ECOMM in 2004, entitled: ‘Transition toward a sustainable urban mobility: demonstrate to convince’. The different workshops and plenary discussions lead to a successful edition of ECOMM 2004. More than 300 transport and mobility experts from all over Europe, the United States and Australia came to Lyon. An important conclusion was that the mobility management community needs to broaden its horizon and select the target groups from a wider audience. 

In June 2005 a ninth edition of ECOMM was planned in Harrogate (UK). Unfortunately the conference was cancelled by the organisers just a few weeks before it was to start. As the “real” conference was cancelled, a smaller ECOMM-event was organised on short term notice in Parma, Italy. About 100 people participated at this 9th Conference on Mobility Management, which took place on 27-28 October in Parma. The conference had as central theme ‘new urban lifestyle’.

The City of Groningen (The Netherlands) hosted the 10th edition of ECOMM in May 2006, entitled: Accessibility and Attractiveness of Cities, how can Mobility Management contribute to this? 270 persons attended the conference, feedbacks were very positive. The format was slightly different from the last conferences: there were twice 8 parallel workshops and a final workshop format of 4 “looks into the future”.

The City of Lund (Sweden) hosted the 11th ECOMM in May 2007, with 300 attendants. For the first time, a scenario workshop and a session on the state of the art of Mobility Management was part of the program. 22 seminars with 56 presentations and several excursions completed the conference.

The 12th ECOMM in June 2008 with 420 attendants was hosted by the City of London. More than 100 speakers in 35 parallel sessions shared practical experience on all aspects of the theme “Travel Demand Management – Tackling Climate Change”. 

In May 2009, the City of San Sebastian (Spain), hosted the 13th ECOMM with 400 attendants. Experts from across Europe shared experience on the central theme “Cost/benefit of Mobility Management” in parallel session with 28 workshops. The wonderful ambience of the city and guided walking-, cycling- and bus tours completed the best attended ECOMM ever.

The city of Graz in Austria hosted the 14th ECOMM with 320 attendants, the theme was “Moving people, crossing bridges”, with as much appreciated highlights a Pedelec try-out exhibition, walking excursions with street-theater elements and for the first time the Pecha Kucha format.

 The city of Toulouse in France hosted the 15th ECOMM with 340 attendants. The theme was “Economic Recession: A New Dawn for Mobility Management”. Innovations at these conference was the session “rendez-vous with the Toulousains” and four sessions with each 5-6 Pecha Kucha presentations and subsequent poster presentation – both proved to be very popular.

The city of Frankfurt, led by the local transport association TraffiQ,  hosted the 16th ECOMM with 306 attendants. The theme was “New Challenges for our Cities”. EPOMM started the “best international policy transfer award”.  Frankfurt cooperated with the city of Offenbach that hosted the ECOMM-dinner.

The city of Gävle in Sweden hosted the 17th ECOMM with 314 attendants. The theme was “Smart choices require easy access – making sustainable transport a part of everyday life”. Gävle introduced an electronic voting system during plenary sessions and invited a range of impulse speakers for several presentation sessions.

The city of Florence in Italy hosted the 18th ECOMM with 250 attendants. The theme was “Creating the bridge to a green, fair and prosperous mobility future”. It was the first ECOMM to have sponsors in focus sessions and the first to have a poster session option for not selected papers.  

The city of Utrecht in the Netherlands hosted the 19th ECOMM with 300+ attendants. The theme was “Behaviour Change. Users orientation as the key to success”. It was the first ECOMM to have a conference-app. One highlight was the outstanding conference facilitator, another the “Declaration of Utrecht” that was worked out in a special VIP-session and presented at the end of the conference. 

The 20th anniversary of ECOMM has been celebrated in Athens in 2016. The main topic of the conference was: ‘Smart Solutions for People and Cities’. Beside excellent keynote speakers the good weather conditions and relaxed “mediterranean” atmosphere contributed to a very successful conference. 
The city of Maastricht hosted the 21st edition in May/June 2017. More than 400 participants from Europe, Asia and Africa joined the main discussions on 'Teaming up for liveable cities', on how public and private parties can work together to reflect on the future of smart and sustainable travel. With the new formats of “pressure cooking” and “House of Commons Debate” Maastricht presented a new and fresh spirit, highly appreciated by all participants.
Around 330 people from all over the world gathered in Uppsala to attend ECOMM 2018. 

 “Mobility in disruption – Fast forward to smart and sustainable societies” was the main theme of the 22nd edition of the ECOMM which took place from 30. May to 01. June 2018. “One thing that really stood out was the kindness among people and the will to help and inspire each other. Making it a theme to encourage people to share both good and less good examples and experiences turned out to be a wise choice, since it is something that many delegates have pointed out as something that stood out. In 2019 the ECOMM planned in Edinburgh/UK has been canceled due to Brexit developments.  
Criteria to host ECOMM

The EPOMM Board has set a number of criteria to be taken into account by ECOMM applicants (country, city or region). These criteria will allow the EPOMM Board to select which candidate is most suitable for organising the event. Furthermore, the criteria also point out to the applicant which standards they should meet in order to qualify for organising ECOMM. 

The selection criteria can be divided into:

· General selection criteria. These are the general criteria that the EPOMM Board will take into account to select a host city.

· Detailed selection criteria. These are criteria that a country, region or city should take into account when submitting a proposal. 

The final selection will always be based on both categories. The Board of EPOMM will select and decide which candidate can organise the ECOMM.

General selection criteria.

Countries or regions that are members of EPOMM will have priority over countries or regions that are not part of EPOMM.

A member state that has not hosted ECOMM before will receive priority over member states that already hosted ECOMM in the past.

The location of former ECOMM’s will be taken into account: the ECOMM is every year in another city and through this process should have a geographic spread throughout Europe, to promote mobility management as much as possible.

Proposal contents

The written proposal should be submitted in writing, maximum of 10 pages, and sent by e-mail to the EPOMM secretariat before the submission deadline. The deadline will be the 31st of October two years prior to the event. E.g.: proposals for ECOMM 2021 must be submitted before the 31st of October 2019. 

The following items should be part of the proposal:

· A formal letter applying for the hosting of the conference, indicating the responsible organisation(s) and contact person
· A proposal for a central theme & main topics

· A clear first draft of the budget and of partners involved

· Information on the probable venue: size, location, accessibility by sustainable transport

· Specific information on the city: involvement in mobility management, accessibility for foreign visitors, points of interest for conference visitors

Additional documentation with your proposal is appreciated (folders and leaflets that provide a further impression about the city), but not essential – please don’t submit too much of such material. 

Detailed selection criteria.

Detailed criteria that the EPOMM-Board will take into account:

· Completeness, content and plausibility of the proposal

· Involvement, commitment to and successes in Mobillity Management and Sustainable Transport of the applying organisations and the city.
· Involvement of national government, local authorities, etc.  (e.g. by Letter of Intent, with regards to content and/or financial contribution.) 
Notes:

· this does not mean that cities without big successes don’t have a chance. The commitment is the essential point

· the Board particularly looks towards “Mobility Management” – which should not be confused with Sustainable Transport. Cities only describing sustainable transport successes without any clear Mobility Management elements stand a smaller chance to be selected.
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