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Appendix 34: Strategic Directions Mission Objectives_ sample

47th ANNUAL MEETING, ASTANA
2-5 MAY 2014
Strategic Directions Mission: Mission Objectives


	Mission Objectives 

	
Summary of Mission Topics:
· MOU and Cost Sharing 
· Annual Meeting Events and Seminars (Official Events, Seminars Events, Networking Events)
· Media and Media outreach Activities 
· Branding, logo and Visual Identity Guidelines 
· Host Country Website 
· Sponsorships and Partnerships
· Schedule of Host Country Activities (SHCA)
· Focal Points 
· Delhi 2013
· Venue
· Hotels 

	Objectives 
	Outcome

	Media and Media Outreach Activities
· Request host country to appoint focal persons for media and host country website (if not yet done so), and explain roles and responsibilities 
· Explain importance of pre-AM media and outreach activities, and share communications plan for outreach activities
· Discuss accreditation, visa, customs, and other requirements for international media 
· Explain media invitation and registration 
· Request a list of national and Kazakhstan-based international media whom host country would like to invite to the AM; needed by November 2013
· Explain access and requirements for media for opening session, seminars, and business sessions
· Discuss ADB President’s joint press conference with Kazakhstan official (Finance Minister) during the mission in February/March 2014 
· Discuss ADB President’s opening and closing press conferences during the Annual Meeting

	

	Branding, Logo and Visual Identity Guidelines
· Explain that the visual identity of the Annual Meeting is a critical element in the branding of the meeting. 
· The logo is the primary identifier in the Branding Guidelines (BG), and sets the tone for the look and feel of all Annual Meeting materials. The logo should be distinct, easily recognizable, and incorporate a sense of the host country’s culture and history. It is prepared by the host country. 
· Explain that the BG enables the consistent use of logos, imagery, color palette, graphic elements, and typography to communicate a unified and cohesive look and feel of the Annual Meeting to the participants. It is prepared by ADB.
Next steps
· Discuss the production process of the BG.  The host country is responsible for producing and selecting the logo. In most cases, ADB is responsible for producing the BG.
· Walk through the list of event materials produced by ADB as listed in the BG if required.
· Explain that the ADB logo – blue block – is limited to materials and applications produced directly by ADB.
Clarify that the ADB BG must be used by the Host Country as a basis in their own event materials.
	

	Website
· Explain that the host country needs to identify a focal person who would coordinate with ADB’s web team in setting up the host country website 
· Show examples of previous host country websites. The Annual Meeting announcement pages on ADB.org will link to the host country website once it is launched. 
· Explain that ADB’s Astana 2014 Annual Meeting website will be activated one or two days prior to the event, replacing the AM announcement pages. The AM 2014 website will contain the current information from the event (news releases, photos, events, governors’ speeches, publications, podcasts, videos, etc.)
Explain that both websites (AM 2014 website and host country website) should show a video live stream of the event if available
	

	· Sponsorship guidelines to be discussed in detail during the mission
· Discuss possible sponsors based in Kazakhstan
· Brief that ADB will enter into partnerships with international and regional print and broadcast media in return for reciprocal branding opportunities for ADB, and will need to fulfill all commitments in the agreements
· Consult host country on prospects of entering into similar media partnership arrangements with select national media in Kazakhstan
Inform that ADB will also explore partnerships with international media interested in sponsoring seminars/side events
	

	OFFICIAL AND NETWORKING EVENTS:
· Agree on the dates and times of the key official Annual Meeting events (draft chart provided), both ADB and host country organized 
· Explain what these key events are, and the role of the host country in each one
SEMINARS:
· Provide overview of Seminars components (Governors’ Events, ADB seminars, sponsored seminars, CSO program)
· Discuss possible seminar topics under overall theme
· Position/content vis-à-vis Astana
Economic Forum; potential to integrate AEF and KSPE
· Share and explain promotional materials/Highlights
· ADB to share with host country what was done for the civil society program
I. Host Country Day – HOC day draft to be sent before Delhi annual meeting
	

	· Explain schedule and tentative activities that may take place during the country presentation slot on 5 May in Delhi
· 10 observers from the host country organizing committee may attend the Delhi annual meeting as Observers in accordance with ADB guidelines
· ADB will assist Astana group in setting up the promotional booth by coordinating with Delhi to provide equipment, i.e. booth, plasma tv; host country may decide what to promotional materials to bring
· Explain scenario at last business session and role of Chair
	

	Economics Research Institute to act as PCO since they have experience in handling the Astana Economic Forum
	

	· [bookmark: _gjdgxs]Detailed discussions on the points raised in the letter
· Finalize text if possible
· Agree on Next Steps and timeine
	

	· Host country prefers to use excel file to monitor schedule of activities. Provide draft excel file and explain how it will be used during and in between missions. 
	

	· Invitations are generally sent by ADB but HOC is requested to propose invitees, i.e. dignitaries, etc.
· Generally, no limit on number of invitees from host countryside
	

	· Provide the expenditures of host country from past annual meetings; ADB to send line item actual expenses used in Manila 2012 
	

	· Explain number and objectives of missions to go to Astana in 2013 
	

	· Request HOC to fill in their column during the November mission
· Obtain the names and contact details of key focal points, who can communicate by email and telephone for: JD, RS, ON (media matters), and SM 
· Discuss communication channels and flow between ADB and GOK
· Clarify role of RM
	

	· Visit proposed meeting venues
· Tentatively discuss which events  and offices may be placed in each location
	

	· Visit at least 3 hotels to see the quality of rooms and size of function rooms 
· Discuss the AM with the General Manager or another high level representative
· Ask them to block book 150 rooms each as well as suites
	

	· Visit Nazarbaev University to discuss the AM, possible roles for the students, numbers required etc.  Explore potential speakers for Seminars.
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