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introduction

Hi there!

If you are reading this, you are interested in being the Host for the 
2019 International Council of Design General Assembly (28GA) and 
Events (ico-D GA). This includes:

 — 28th ico-D General Assembly (28GA)
 — 2019 Platform Meeting (PM)
 — 2 ico-D Board Meetings (IBM) and Pre-Board Meetings
 — associated dinners, receptions and other social activities
 — the possibility of an additional conference or forum (at the 

discretion of Host)

DAY 01 DAY 02 DAY 03 DAY 04 DAY 05 DAY 06 DAY 07 DAY 08 DAY 09 DAY 10 DAY 11

Arrival Pre-Board
Meetings

Pre-Board
Meetings

IBM 
Day 01

IBM 
Day 02

IBM 
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PM 
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PM 
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GA 
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GA 
Day 02

Departure

IBM 
Day 01
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Dinner

PM 
Reception

Awards 
Reception

This manual outlines the procedures, rules and timelines for bidding. 
Bidding is open to all geographic regions. The time period between 
when an Event is repeated in a particular region, and the sequence of 
Events, will be considerations but there is no strict rotation pattern. 
In order to bid for the ico-D GA, you must be a Member entity of 
the Council. 
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bidding
process

HOW THE BIDDING PROCESS WORKS

ico-D regularly conducts Events of different types, including Board 
Meetings (IBM), Regional Meetings (RM), Platform Meetings (PM), 
Special Meetings (SM), Annual General Meetings (AGM) and General 
Assemblies (GA). 

In parallel with the Generally Assembly, there are two Board 
Meetings (the last of the previous term and the first of the incoming 
term) as well as a Platform Meeting.

Each of these events involve different audiences—sometimes closed 
and specific, sometimes open to the general public. In each case, 
an ico-D event brings ico-D-related people—Board Members, staff, 
ico-D Members, speakers and others, to a particular place at a 
particular time, generating interest and garnering public and 
media attention.

Conducting an ico-D event in a particular place has been known to 
have a substantial impact on the locality in which the event is held, 
often having a long-lasting impact on the local scene—for the local 
design community and on larger economic, social, political and 
cultural circles.

STAGES OF APPLICATION

The 28GA will take place in September–October of 2019. If you are 
interested in bidding for this event, you can follow this two-step 
process:

01 Expression of Interest: due 16 May 2018
Only ico-D Member organisations, or group of organisations, 
including an ico-D Member who is responsible for the bid may 
submit an Expression of Interest (EOI). Expressions of Interest must 
be submitted to the Secretariat by 16 May 2018. There is no limit 
to the number of Expressions of Interest that will be accepted for 
consideration. 

Each Expression of Interest must be accompanied by a non-
refundable USD $300 deposit fee. This fee will be used toward the 
administrative costs of the review process. 

All complete Expressions of Interest will be reviewed by the 
Secretariat and forwarded to the ico-D Executive Board 
for consideration. 

02 Short List
In the case of multiple bids for the same event, the ico-D Executive 
Board, or an authorised sub-committee, will determine a short list 
of up to three submissions to move on to the final bid consideration 
phase. Candidates retained for the second round will have a 
period of one month to answer any requests for additional 
information from the Board. 

In certain cases, ico-D may request that one of its representatives 
conduct a visit to a bidding city prior to the final bid consideration. 
Travel and accommodations expenses for such site visits are the 
responsibility of the bidding organisation. 

In certain cases, bidders may be invited to make Bid Presentations, 
to the ico-D Executive Board or to an authorised sub-committee. An 
authorised ico-D person may travel to the bidding location for a Bid 
Presentation. The travel and accommodations expenses for such visits 
are the responsibility of the bidding organisation. 

BID TIMELINE

Bid timeline for a 2019 ico-D IBM/PM/GA and possible additional 
locally organised event, Conference or Congress.

2018

16 March 2018 Bid Process open

16 May 2018 Expressions of Interest deadline

01 July 2018 Candidates retained notified, 
requests for additional information

01 August 2018 Deadline for requests 
of additional information

15 August 2018 Notification of success 
sent to bidding organisation

01 September 2018 Event MOU signed for 2019 GA

2019

September/October 2019 Event
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Icograda, the International 
Council of Graphic Design 
Associations, is founded 
in London on 27 April 1963 
by two graphic designers, 
Peter Kneebone and Willy de 
Majo. The original Members 
includes 28 associations 
from 17 European countries.

1960s
In the 1960’s, the Council develops a Code 
of Ethics and Professional Design Practice 
and a Code of Contract and Conditions 
of Engagement for Graphic Designers. 
Resources emerge: audio-visual archive 
and library, a news bulletin, and the Council 
collaborates with international magazines, 
standardisation bodies, educational 
institutions.

“Every day designers of all kinds are becoming 
responsible for a greater proportion of man’s 
environment. Almost everything that we see 
and use that is not made by the Almighty 
comes from the designer’s drawing board.” 
 
—Reading by Prince Philip, Duke of 
Edinburgh, at the first Icograda Design 
Congress.

In 1965, Buckminster Fuller is a speaker at 
the Icograda Congress.

Congress topics emphasise how the new 
profession was developing: 
 
In Zurich: Commercial Artist or Graphic 
Designer? In Bled: Graphic Designer and 
Visual Communication Technology; 
In Eindhoven: Design Destinations and 
Changing the World. This decade begins a 
50-year legacy spanning five continents.

At the 1968 Prague Spring, Icograda Con-
gress attendees march, protest, and petition. 1970s

In the 1970s, Icograda asks the question: 
“Is	Graphic	Design	a	Reflection	of	Society	or	
a Factor in its Evolution?” Discussions center 
around the designer’s responsibility and 
capacity to be a factor for change.

Published by Icograda in 1971, Icographic 
is the first iteration of the Council’s journal. 
According to Teal Triggs, it “sought 
to establish a benchmark for visual 
communication design research, notable for 
the publication of articles by both practitioners 
and academics, and for rich graphic imagery 
from designers around the world.”

BRIEF HISTORY OF ICO-D

about ico-D 
and events
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Icograda achieves consultative status with 
UNESCO in 1972.

By the end of the 1970’s, the Council’s 
membership grows and becomes increasingly 
international. 1980s

/1990s
In the 1980’s and 1990’s, Icograda’s 
social mandate expands and the ‘backside’ 
of design: process rather than product, is 
emphasised.

“I never knew a good graphic designer who 
did not explode with creativity and blossom 
when faced with an ostensibly impossible 
task…” 
 
—Keynote address by Erksine Childers, Dub-
lin Congress: Design Interaction, 1983.

In the 1990’s,	reflecting	geo	political	devel-
opment, Icograda makes strong connections 
in Eastern Europe, Asia, Latin America and 
Africa. 2000s

/2010s
The new millenium begins with Continental 
Shift 2001: World Design Convergence in 
Johannesburg, opening only hours after the 
9/11 terror attacks in the USA.

In 2000,	Icograda	launches	its	first	website,	
and the Icograda Best Practices Document 
Library. At the same time, the Council’s 
membership becomes increasingly multidis-
ciplinary.

Iridescent, the second iteration of the Coun-
cil’s journal launched in 2011, is about 
breaking boundaries, and Icograda’s role is to 
develop a global take on the future of design 
research. Icograda Education Manifesto 2000 
is published a second time in 2011 in 17 
languages.
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Icograda creates the International Design 
Media Network (IDMN) as well as the Icogra-
da Archive at the Design History Research 
Centre Archives at the University of Brighton.

As the reach of the Council broadens, Icogra-
da signs a contract to move the Secretariat to 
Montréal in 2005. The International Design 
Alliance (IDA) is formed and Icograda moves 
in to a shared space with Icsid, the Interna-
tional Council of Societies Industrial Design.

53 years later, so much has changed. People 
across	various	professional	fields	become	
connected in new ways by new technologies.

In 2014, the Council changes its name to the 
International Council of Design, ico-D.

In 2017, ico-D among representatives of the 
international community of designers, archi-
tects and planners sign the Montreal Design 
Declaration	at	the	first	international	Design	
Summit Meeting.
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ABOUT ICO-D

The International Council of Design (ico-D) is a world body for 
professional design. Founded in 1963 as Icograda, it is a voluntary 
assembly of organisations and institutions concerned with the 
professional, educational and promotional issues as they relate to all 
fields of design. Today, ico-D is the largest international organisation 
representing the professional, multidisciplinary design community.

With Members in over 50 countries, ico-D promotes design 
excellence, and upholds the importance of design as a key 
medium for social change and economic development.

ico-D’s Vision and Mission
ico-D is a non-profit, non-partisan, member-based network that 
leads by facilitating dialogue between design platforms including 
professional, educational and promotional categories.

Our vision and core values are manifested through ico-D initiatives 
carried out in collaboration with our Members, who makeup an 
expert, multidisciplinary network of organisations, designers 
and stakeholders.

Members of ico-D have a current perspective on contemporary 
contexts, and an eye for collaboration across disciplines and with 

diverse global and local communities. As an interface between the 
community of professional designers and the wider public, ico-D 
promotes design excellence and upholds the importance of design 
as a key medium for social change and economic development.

ABOUT THE ICO-D BOARD MEETING

ico-D’s Executive Board consists of individuals and experts from 
various design fields who are duly nominated and elected by ico-D 
Member organisations at the biennial ico-D General Assembly.

Members of the Executive Board serve in a volunteer capacity, 
donating their time and expertise to further ico-D’s mandate. Board 
meetings are typically held three times a year in different locations 
around the world, usually in conjunction with Regional Meetings, 
seminars, or other scheduled ico-D or Member events.

During ico-D Board Meetings, where the Executive Board reviews 
Council programmes and Secretariat activities, approves conditional 
membership applications, makes decisions about the future of the 
Council and reviews any ongoing issues of concern 
or opportunities.
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ABOUT THE ICO-D PLATFORM MEETING 

Platform Meetings (PM) were created by Icograda at the 25 General 
Assembly in 2013 as a way to give Members a format through which 
they could better influence the ico-D agenda and connect with each 
other. Platforms gather Members at one place and time, every year, 
to explore common challenges and action for change.
 
The goal of the PMs is to address transversal issues among regions 
and categories. Professional and Promotional Members face very 
similar challenges to do with the recognition of the profession, 
giving their members value, protecting intellectual property rights or 
positioning the sector to local government. Educational Members 
also face similar challenges: remaining current, preparing their 
students for industry, funding and sharing research, opportunities 
for exchange and benchmarking with other institutions. This is an 
opportunity to discuss the most relevant design issues that connect 
our Educational, Professional and Promotional Members.

Topics include:
 — National Design Policy
 — Communicating the Value of Design
 — Accreditation/Certification of Professional Designers
 — Curriculum Development (Education)
 — Design Research

These events are targeted to deans, department heads and 
managers of design faculties and schools, managers and directors of 
professional design associations, managers of design councils and 
other promotional bodies for design. 



9 2019 ico-D GA bid manual about the ico-D platform meeting 



10 2019 ico-D GA bid manual about the ico-D platform meeting 



11 2019 ico-D GA bid manual about the ico-D general assembly

ABOUT THE ICO-D GENERAL ASSEMBLY

At the biennial General Assembly, ico-D Professional, Educational 
and Promotional Members will consider and vote on policy, elect 
the next Executive Board, and ratify the admission of new Member 
organisations, as well as discuss important proposals to make ico-D 
better able to serve the international design community. 

From 1964 to present, ico-D has had 27 General Assemblies:

2017 Montréal (Canada)
2015 Gwangju (South Korea)
2013 Montréal (Canada)
2011 Taipei (Chinese Taiwan) 
2009 Beijing (China) 
2007 La Habana (Cuba) 
2005 Copenhagen (Denmark) 
2003 Nagoya (Japan) 
2001 Johannesburg (South Africa) 
2000 Seoul (South Korea) 

1999 Sydney (Australia) 
1997 Punte del Este (Uruguay)
1995 Lisboa/Porto (Portugal)
1993 Glasgow (Scotland) 
1991 Montréal (Canada)
1989 Tel Aviv (Israel)
1988 Oslo (Norway) 
1987 Amsterdam (The Netherlands) 
1985 Nice (France)
1983 Dublin (Ireland)
1981 Helsinki (Finland) 
1979 Paris (France)
1977 Zurich/Lausanne (Switzerland)
1974 Krefeld/Dusseldorf (Germany)
1972 London (United Kingdom)
1971 Vienna (Austria)
1968 Eindhoven (The Netherlands)
1966 Bled, Slovenia (Yugoslavia)
1964 Zurich (Switzerland)
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PARTICIPANT GROUPS

ico-D General Assembly and related events may be attended by a 
varied group of stakeholders. The breakdown of these groups is briefly 
described below.

ico-D Executive Board
The ico-D Executive Board is composed of individuals elected by our 
Member organisations sitting in General Assembly and additional 
co-opted members. Board members hail from different geographic 
regions, design disciplines and membership categories (Professional, 
Educational and Promotional).

ico-D Secretariat
Professional staff that administers ico-D.

ico-D Member delegates
Member representatives and members of ico-D Member 
organisations (120 organisations from more than 50 countries).

Representatives of design organisations, 
government and specialists
Though the GA is a Member-only event, the Platform Meeting is open 
to Observers by invitation of the Council. This means that select 
experts and representatives of government agencies related to 
design and innovation as well as representatives of design bodies will 
also be present.

Project partners 
Representatives from ico-D project partners, including from INGOs 
in the architecture, planning and design spheres, specialists in areas 
like Indigenous Design and collaborators from the Communication 
Design [journal].

Sponsors 
Sponsors and partners of ico-D, the ico-D GA and Events and its 
host organiser.
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hosting
requirements 
 

VENUES

In bidding to host an ico-D GA and PM, the host assumes 
responsibility for providing the space and facilities for the event: 
ico-D General Assembly, ico-D Platform Meetings, and their 
associated workshops, as well as the pre-General Assembly and 
post-General Assembly Board Meetings of the ico-D Executive 
Board. (See Table on pages 17–18 for details.)

TECHNICAL REQUIREMENTS

General Assembly
There should be a minimum of two large projection screens, with 
rear-view or ceiling-mounted projectors (resolution to be determined 
by size of room; MAC compatible). There should be an adequate 
number of speakers in the room to ensure clear sound from all 
microphones. An audio-visual technician should be present for the 
full duration of the GA.

Microphones
The head table should have table microphones for the Board. There 
should be a fixed microphone at the lectern. Two to three roving 
microphones with attendants are required for the floor of the GA.

Recording
Technical staff is required to audio record the full GA proceedings. 
The recordings are handed to the Managing Director immediately 
after the event. Recordings can be delivered on a USB drive or via 
email transfer.

Printer
The Secretariat staff should have access to a B/W printer with 
photocopy and scanning capabilities (MAC compatible) at the GA 
venue (preferably in the Private Meeting room).

Internet Access
Secure WiFi access in all ico-D-reserved rooms for the duration of 
the programme.

Platform Meeting
There should be one or two large projection screens and projector 
(resolution to be determined by size of room; MAC compatible). There 
should be an adequate number of speakers in the room to ensure 
clear sound from all microphones. An audio-visual technician should 
be present for the set-up of the equipment and available in the case 
of technical difficulty.

Microphones
There should be one fixed microphone at the lectern. Two to three 
roving microphones with attendants are required.

Printer
The Secretariat staff should have access to a B/W printer with 
photocopy and scanning capabilities (MAC compatible) at the 
PM venue 

Internet Access
Secure WiFi access in all ico-D-reserved rooms for the duration of 
the programme

Other Requirements

Wayfinding
Wayfinding signage should be created to mark the delegate’s path 
from the exterior of the building to the General Assembly 
hall/PM Venue.

Flags
No national flags are flown in the GA hall or in any of the official 
spaces of the GA or PM.

Volunteers
Two to three volunteers may be required to assist with the logistics 
and execution of the GA/ PM programmes. Volunteers should be 
fluent in English.

ACCOMMODATIONS 

The ico-D Executive Boards and staff should be accommodated 
at a minimum three-star designated ‘host’ conference hotel for the 
duration of events.

Executive Board, Managing Director and Events Manager:
13 people, 11 room nights each = 143 room nights
ico-D Staff:
3 people, 6 room nights each
= 18 room nights
= 161 room nights total

The Expression of Interest should include the process for booking 
additional accommodations for the event participants and 
demonstrate that the accommodations are a reasonable distance 
from the main event venue. 
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SOCIAL PROGRAMME

Board Dinner
Dinner for a minimum of 16 people (Board and Staff) on the first 
or second day of the Board Meeting. If the local host wishes to 
participate and invite local members of the design community or 
partner organisations they may do so, at their own cost.

Location of Board Dinner must accommodate special diets 
(vegetarian/vegan) and allergies.

GA Reception and Awards Ceremony
Evening reception for 70–100 people on the first day of the General 
Assembly. Location can be GA venue or somewhere nearby (easily 
accessible on foot or otherwise that transportation be supplied). 
Adequate space should be provided for the ico-D Achievement 
Award and ico-D President’s award to be presented, with audio-
visual, if necessary.

PM Reception 
Reception for 70–100 people on the last day of the Platform Meeting, 
to be held immediately at the end of the meeting (5:00 pm to 7:00pm). 
The reception venue is ideally in the same building as the PM. Drinks 
and light cocktail food should be provided.

Additional Programme
The host organisation is invited to propose a social programme for 
the Board Members or GA/PM participants as part of the overall 
plan. Time to visit the local studios and/or institutions of the host 
Member organisation can be considered as part of the offer to host a 
Board Meeting. The host organisation will be provided opportunities 
to make presentations to the event participants and conduct 
social functions at which interaction between local community and 
international visitors is fostered.

Event Proposed by Host
The host can propose an additional event, to be organised by 
the host, that would be aligned with the ico-D Events that could 
involve the ico-D community. Details to be provided in Expression 
of Interest.
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EVENT NUMBER 
OF DAYS

NUMBER 
OF PEOPLE

ROOM SEATING ROOM 
REQUIREMENTS

TECHNICAL 
REQUIREMENTS

CATERING

Pre-Board 
Meeting 

2 days 7–10 Informal 
meeting 
area

Table for all participants WiFi Access N/A

Board 
Meeting 
(IBM) 

3 days 12–15 Board-
room

Boardroom 
style

Board Table 
for all participants (15)

 — projector with sound and 
adaptor for Mac computer 
 — one large projection screen
 — secure WiFi access

Two coffee breaks 
per day, served in or a 
nearby location

One lunch per day, 
served in the room or 
nearby location

Platform 
Meetings 
(PM) 

2 days 70–100 Plenary 
room

Conference 
seating
not 
auditorium

(Refer to 
diagramme 01 
on page 22)

 — stage 
 — lectern 
 — well-lit and access to natural 
lighting
 — wheelchair/ disabled 
accessible
 — temperature-controlled and 
ventilated
 — a building management 
representative should be 
available at all times in case of 
emergency or problems

Audio/Visual 
 — projector with sound and 
adaptor for Mac computer 
and microphones
 — one large projection screen, 
with rear-view or ceiling-
mounted projectors (resolution 
to be determined by size of 
room; MAC compatible). 
 — an audio-visual technician 
should be present for the full 
duration of the event
 — adequate number of speakers 

Microphones
 — one fixed microphone at the 
lectern
 — two or three wireless roving 
microphones for the floor

Internet Access
 — secure WiFi access 

Printing
 — B/W printer access for 
duration of the event

Two coffee breaks 
per day	(=four	coffee	
breaks for 70–100 
participants)

 — coffee, tea, juice 
and light snacks
 — served in or a 
nearby location

One lunch per day 
(=two lunches for 
70–100 participants)
served in the room or 
nearby location 

Water service for the 
duration of the event

Cocktail Reception 
for 70-100 people

 — drinks (wine, 
sparkling wine, 
water, softdrinks 
and juices)
 — light hors 
d’oeuvres
 — on first or second 
day of event

* Note: bottled water 
should be used only in 
the case that local 
tap water is not safe 
for consumption

Breakout 
areas

Campfire	
style seating 
in groups of 
5-7 for 70-100 
people

 — space for breakout sessions
 — can be in plenary and other 
rooms
 — sufficiently spaced-out for 
talking

Internet Access
 — secure WiFi access 

Registra-
tion area

 — one 
registration 
table

— three chairs

 — accessible and visible area 
to register delegates near 
entrance to plenary room
 — ample space for queue, and 
waiting

Internet Access
 — secure WiFi access

Refresh-
ment area

Lounge style 
seating

 — area for coffee breaks 
located near main hall
 — natural lighting

Internet Access
 — secure WiFi access 

Lunch Hall Cafeteria style 
seating

 — area for lunch breaks located 
near main hall large enough to 
all participants
 — natural lighting

Internet Access
 — secure WiFi access 

Reception 
Hall

Standing  — area for reception (cocktails 
and light food)
 — space for catering setup and 
refridgeration

Internet Access
 — secure WiFi access 
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EVENT NUMBER 
OF DAYS

NUMBER 
OF PEOPLE

ROOM SEATING ROOM 
REQUIREMENTS

TECHNICAL 
REQUIREMENTS

CATERING

General 
Assembly 
(GA)

2 days 70–100 General 
Assembly 
Hall

Classroom 
style seating
(refer to 
diagramme 02 
on page 22)

 — stage with Board table for 
13–15 people 
 — speaker lectern 
 — well-lit and access to natural 
lighting
 — wheelchair/ disabled 
accessible
 — temperature-controlled and 
ventilated
 — a building management 
representative should be 
available at all times in case of 
emergency or problems

Audio/Visual 
 — two projectors with sound and 
adaptor for Mac computer and 
microphones
 — two large projection screens, 
with rear-view or ceiling-
mounted projectors (resolution 
to be determined by size of 
room; MAC compatible). 
 — an audio-visual technician 
should be present for the full 
duration of the event
 — adequate number of speakers 
for room

Microphones
 — one fixed microphone at the 
lectern
 — three fixed microphones at the 
Board Tables
 — two or three wireless roving 
microphones for the floor

Two coffee breaks 
per day	(=	four	coffee	
breaks for 70–100 
participants)

 — coffee, tea, juice 
and light snacks
 — served in or a 
nearby location

One lunch per day 
(= two lunches for 
70–100 participants)
served in the room or 
nearby location 

Water service for the 
duration of the event

Awards Reception for 
70–100 people

 — drinks (wine, 
sparkling wine, 
water, softdrinks 
and juices)
 — light hors 
d’oeuvres
 — on first or second 
day of event

* Note: bottled water 
should be used only in 
the case that local 
tap water is not safe 
for consumption

Registra-
tion Area

 — One 
registration 
table
 — Three 
chairs

 — accessible and visible area 
to register delegates near 
entrance to hall
 — ample space for queue, 
and waiting

Internet Access
 — secure WiFi access 

Refresh-
ment Area

Lounge style 
seating

 — area for coffee breaks located 
near main hall
 — natural lighting»

Internet Access
 — secure WiFi access 

Lunch Hall Cafeteria style 
seating

 — area for lunch breaks located 
near main hall large enough to 
all participants
 — natural lighting»

Internet Access
 — secure WiFi access 

Private 
Meeting 
Room

Desks and 
chairs

Small breakout room that can be 
locked for private meetings, vote 
counting, ico-D items to be kept 
overnight etc. 

Internet Access
 — secure WiFi access 

Printing
 — B/W printer access for 
duration of the event

Awards 
Ceremony 
Area

Podium and 
space for giv-
ing award and 
taking pictures 
of winners

 — podium and sound 
for awards ceremony
 — area for reception (cocktails 
and light food)
 — space for catering setup and 
refridgeration

Audio/Visual 
— microphone and sound

Internet Access
 — secure WiFi access 

Post GA 
Board 
Meeting 
(IBM)

0.5 day 12–15 Board-
room style

Boardroom Board Table for all participants  — projector with sound and 
adaptor for Mac computer 
 — one large projection screen
 — secure WiFi access

Refereshments and 
Snacks
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expression of interest 

ABOUT EXPRESSION OF INTEREST

The deadline for submission of an Expression of Interest for the 
2019 ico-D General Assembly (28GA) is 16 May 2018.

All Expressions of Interest submitted electronically to the ico-D 
Secretariat (md@ico-d.org) by no later than midnight Eastern Time on 
that day will be given serious consideration.

The Expression of Interest should demonstrate that all the above 
hosting requirements will be met and how. It should include all the 
following information.

EXPRESSION OF INTEREST OUTLINE

01 Name of bidding organisation and affiliation 
Description of the bidding organisation and the proposed organising 
committee. Please describe each entity’s legal status and affiliation 
with ico-D and its objectives.

02 General information about region
 — international access (air, rail, road, water)
 — meteorology (average temperature and rainfall during proposed 

dates)
 — transportation conditions (public)
 — cultural heritage and art 
 — design economy, policy and support 
 — design infrastructure
 — related design entities and design events or institutions

03 Concept proposal
Description of concept, including:

 — partners and collaborators
 — sources of funding
 — venues (for Board Meeting, GA and Platform Meeting)
 — hotels (for Board and Staff, also a short list of available lodging 

for delegates and assurances that there will be rooms available 
for the number of participants expected)

 — parallel events (if any)

04 Support for the proposal
 — public bodies, NGOs and government agencies involved 
 — known local elections scheduled between bid and host date—if 

impacting bid 
 — potential impact of Event locally and internationally

 — evidence of support: 
— letters of support from relevant government 
  or supporting agencies 
— letters from design organisations 
— letters from funders 

05 Rationale, proposed dates, and budget
 — how does hosting advance the bidder’s overall objectives?
 — how does hosting advance the local design community’s 

overall objectives? 
 — how does hosting advance ico-D’s objectives?
 — proposed date of event
 — proposed budget and listing of funding sources (See  

example in Appendix)

06 Venues
Please include location, technical details, plans, pictures and links:

 — proposed venue for Board Meeting, Pre-Board Meetings
 — proposed venue for General Assembly
 — proposed venue for Platform Meeting

07 Accommodation
Please include location (and distance to venues), pictures and links:

 — proposed hotel for ico-D Board and Staff
 — proposed hotel options for participants to GA, PM and 

preferential rates
 — process for booking additional rooms

07 Customs and Immigration information 
 — facilitation of entry for delegates to General Assembly
 — guarantee of entry for ico-D staff and directors 

08 Environmental impact
Please describe the process to minimise the environmental impact of 
the GA and PM

09 Legal Requirements
 — agreement between entities involved in bid (sample agreement to 

be provided, if any)
 — guarantee ico-D marks and IP will be respected 
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conditions governing
the organisation of an ico-D GA 

This Manual outlines the procedures, rules and timelines for bidding 
for the 28th ico-D General Assembly and associated events. 

It establishes the legal, financial and technical obligations of each 
bidding organisation.

To comply with the deadlines outlined in this document, documents 
must be received by the Secretariat in Montreal on or before the 
deadline date. 

Any changes or misrepresentation by a bidding organisation of the 
requirements set out in this bid manual without the ico-D Executive 
Board’s approval will result in the revocation of the hosting of the 
event if selected as the successful bid. 

An ico-D General Assembly and Platform Meeting is organised to 
advance ico-D vision and mission. The event planning, management, 
promotion and content for the Meetings is the responsibility of ico-D. 
The on-site logistics, management, relation to local suppliers and 
finance associated with the ico-D General Assembly and Platform 
Meeting are the responsibility of the host(s) and are subject to the 
following conditions:

01 After the acceptance of an offer, a Memorandum of 
Understanding (MOU) shall be sent by the ico-D Executive 
Board to the host(s) confirming the respective arrangements and 
conditions, including the financial arrangements. 

02 During the 15 month period preceding the ico-D General 
Assembly and Platform Meeting, the host(s) will designate an 
individual as “Event Liaison” who will act as official contact.  

03 Neither ico-D nor the ico-D Executive Board can accept any 
financial responsibility for any deficit suffered by the host(s). 

04 Communication about the events as well as invitations to attend 
will be determined by ico-D and controlled by ico-D. Any event 
communications by the host should be approved by an ico-D 
representative. 

05 When there is more than one ico-D Member association in the 
host country, it is suggested that all the associations should be 
officially affiliated with the organisation of the event. 

06 Any financial liabilities to be borne by ico-D shall be agreed 
by each organisation in advance in writing. Neither ico-D, 
nor the ico-D, Executive Board can accept any financial 
responsibility for any deficit suffered by the host(s).

Site inspections
Once selected as the host, the local Organising Committee will cover 
the travel and accommodations costs for representatives of the ico-D 
to conduct one site visit, if required. 

Insurance
ico-D will require proof that adequate insurance has been purchased 
for the event.

Geographic rotation
Bidding is open to all geographic regions. The time period between 
when an event is repeated in a particular region, and the sequence of 
events, will be considerations but there is no strict rotation pattern.

Decision procedure
Bids will be considered by the ico-D Executive Board. They will 
review all Expressions of Interest and short-list those that will be 
retained for a second round. They will provide a list of required 
clarifications if needed and then deliberate until there is consensus 
for one bidding organisation. The ico-D Executive Board is not 
required to accept any of the bids.

Conflict of interest
No bid may be led by a serving member of a current ico-D Executive 
Board. In the case that a bid is submitted by an ico-D Member entity, 
an individual member of which currently serves on the Executive Board, 
that individual will recuse themself from the decision-making process.
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appendix

SAMPLE BUDGET

ACCOMMODATION

Board accommodation

Staff accommodation

TOTAL:

VENUE RENTAL COSTS

Venue rental costs

Pre-Board Meeting

Board Meeting

GA meeting room

GA registration area

GA coffee/ breakout area

GA reception

GA private meeting room

GA lunch room

PM main plenary

PM breakout rooms

PM coffee/ lounge

PM lunch room

PM registration area

PM reception

TOTAL:

PRINTING COSTS

Signage/ wayfinding

Meeting documents

Collaterals (nametags, nametents, 
country pilons, etc.)

TOTAL:

STAFF COSTS

Staff Costs

Project Manager/ Liaison

Supervisor

Junior Staff/ Volunteers

TOTAL:

CATERING

Coffee breaks Board Meeting

Lunches Board Meeting

Board dinner

Coffee breaks GA

Lunches GA

Reception GA

Coffee breaks PM

Lunches PM

Reception PM

TOTAL:

AUDIO/ VISUAL

projection/ wifi Board Meeting

2 screens and projection GA

wifi GA

Microphones GA

Speakers GA

Recording GA

Printers GA

1 screen projection PM

Microphones PM

Speakers PM

TOTAL:

ADDITIONAL ACTIVITIES COSTS

Conference

Insurance

Meetings

Tours

TOTAL:

GRAND TOTAL:
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SEATING CHARTS

Picture 01: Plenary Room for Platform Meeting

Picture 02: Plenary Room for General Assembly
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