American Intellectual Property Law Association
Intellectual Property Practice in _________ Committee







Month XX-XX, 201X
Delegation to _________, _____________, ___________


International Committee Trip Planning Checklist
< This checklist is intended to guide you while you plan the trip. Delete the checklist before sending this Trip Notebook out to the delegation>
9-12 Months Before - Initial Decision to Schedule a Trip 
· Inform AIPLA HQ of tentative dates and destinations 
· Begin communicating with foreign contacts 
· Begin drafting an itinerary
5 Months Before
· Finalize destinations
· Finalize dates
· Choose hotels 
· Draft letters reaching out to foreign governmental agencies, parliamentarians and/or courts to schedule meetings and send to AIPLA HQ for approval
· Reach out to local AIPPI Chapter and local Industry IP5 partner for meetings
3-4 Months Before
· Send tentative itinerary to AIPLA HQ
· Send approved letters to foreign governmental agencies, parliamentarians and/or courts to schedule meetings
· Begin building the Trip Notebook

2 Months Before
· Finalize itinerary and send to AIPLA HQ
· Finalize travel plans from city to city
· Finalize list of delegates, including AIPLA membership ID, going on the trip
· Book flights & collect flight information from delegates
· Book hotels
· Meet with AIPLA HQ about overall logistics and assigning presentations
· Prepare a media strategy 
· Coordinate with Foreign organizations and AIPLA HQ 
· Identify appropriate media sources in countries/cities to be visited
· Prepare draft press releases about important meetings (see sample press releases at the end of Trip Notebook Template) and send to AIPLA HQ
· Arrange with AIPLA HQ for small gifts which are to be exchanged with foreign delegations, if necessary
· Prepare a membership marketing plan coordinating with AIPLA HQ
· Continue updating Trip Notebook and send draft to AIPLA HQ
1 Month Before
· Arrange airport transportation, if necessary
· Arrange transportation to meetings, dinners, etc.
· Assign presentations
· Prepare presentations on AIPLA PowerPoint template
· Finalize and send out the Trip Notebook to delegates and AIPLA HQ
2 Weeks Before
· Presentations to be received by AIPLA Staff for approval
· Arrange for gifts with HQ
1 Week Before
· Make necessary adjustments to presentations
· Send presentations to host organizations
1 Week After
· Send AIPLA HQ a brief update on the key points of the meetings in each leg (You may want to assign different delegates to quickly summarize each meeting)
· Prepare draft “thank you” or follow up letters and forward to HQ for President’s approval and signature.
1 Month After 
· Send AIPLA HQ a more detailed report reflecting on each meeting/seminar 



<Below is a sample welcome letter to the delegation for the trip. Please feel free to make changes as needed>
Dear Delegates,
<Introduction/Welcome>
The materials below include a delegation name-list, delegate photo-list, travel and accommodation information, the agenda at a glance, and the details for each meeting including maps. Please familiarize yourself with the materials and keep them with you during the week in the event you find yourself making your own way to a meeting. 
Delegation Ground Rules/Code of Conduct:
Remember that this is a professional trip, not a vacation. Your conduct reflects on the Association as a whole, and your full participation is needed to support the other members of the delegation.
1. Arrive on time and attend all meetings/events
2. Maintain professionalism during all meetings
3. Take turns paying for taxis
4. Have fun
Please review the next day’s agenda and notes the night before so you have an idea what is about to happen next. We will gather each morning in the hotel lobby to leave for our day of meetings. However, there may be times when the morning meeting time changes, and there are days where the transfer time between meetings will be tight. Please also be alert for unexpected changes as circumstances dictate during the week. In any case, it is important that we arrive at meeting locations with enough time remaining to exchange business cards and still be sitting down to start the meeting on time. If for any reason, you will not be attending a particular session, please alert me at once.  Your assistance is greatly appreciated.

Have fun and let us know if you have questions or suggestions. I can be reached at the contact information below.

Regards,

<Chair/Co-Chairs of IP Practice in __________ Committee>
<Contact info>



Delegation Members
Month XX-XX, 201X

<If different delegates are going to each city/country, you may want to create a delegation list for each city/country>

AIPLA Leadership (Executive Director, Exco and Board Members)
Name			AIPLA Position		Name of Law Firm (if applicable)

Committee Chair/Co-Chairs
Name			Name of Law Firm		AIPLA Membership ID Number
Name			Name of Law Firm		AIPLA Membership ID Number
	
Delegation members
Name			Name of Law Firm		AIPLA Membership ID Number
Name			Name of Law Firm		AIPLA Membership ID Number
Name			Name of Law Firm		AIPLA Membership ID Number
Name			Name of Law Firm		AIPLA Membership ID Number
Name			Name of Law Firm		AIPLA Membership ID Number
Name			Name of Law Firm		AIPLA Membership ID Number
Name			Name of Law Firm		AIPLA Membership ID Number
Name			Name of Law Firm		AIPLA Membership ID Number
Name			Name of Law Firm		AIPLA Membership ID Number
Name			Name of Law Firm		AIPLA Membership ID Number
Name			Name of Law Firm		AIPLA Membership ID Number
Name			Name of Law Firm		AIPLA Membership ID Number
Name			Name of Law Firm		AIPLA Membership ID Number


<Please insert pictures of Each Delegate with a caption stating the Name, AIPLA Position (if applicable), and Law Firm (if applicable) of each delegate.>

Agenda At-A-Glance
Month XX-XX, 201X

	Time
	Day 1 (Date)
	Day 2 (Date)
	Day 3 (Date)
	Day 4 (Date)
	Day 5 (Date)
	Day 6 (Date)

	8:00 AM
	
	
	
	
	
	

	9:00 AM
	
	
	
	
	
	

	10:00 AM
	
	
	
	
	
	

	11:00 AM
	
	
	
	
	
	

	12:00 PM
	
	
	
	
	
	

	1:00 PM
	
	
	
	
	
	

	2:00 PM
	
	
	
	
	
	

	3:00 PM
	
	
	
	
	
	

	4:00 PM
	
	
	
	
	
	

	5:00 PM
	
	
	
	
	
	

	6:00 PM
	
	
	
	
	
	

	7:00 PM
	
	
	
	
	
	

	8:00 PM
	
	
	
	
	
	

	9:00 PM
	
	
	
	
	
	

	10:00 PM
	
	
	
	
	
	








Airport Information

<Please provide detailed information about the airport(s) the delegates will be using during the trip including location in relation to hotel, transportation options to/from the airport, transportation costs, etc.>

· Airport 1
· General Airport information (website)
· Distance from Hotel
· Airport Transportation Options
· Taxi
· Bus
· Train
· Subway
· Airport 2
· General Airport information (website)
· Distance from Hotel
· Airport Transportation Options
· Taxi
· Bus
· Train
· Subway
· Airport 3
· General Airport information (website)
· Distance from Hotel
· Airport Transportation Options
· Taxi
· Bus
· Train
· Subway

· 


Hotel Information
Month XX-XX, 201X

	Date(s)
	Hotel Information (English)
	Hotel Information (Native)

	
	
Hotel 1 Name (IN ENGLISH)

Address line 1
Address Line 2
Address Line 3
Telephone
Fax

Website

	
Hotel 1 Name (IN NATIVE LANGUAGE)

Address line 1
Address Line 2
Address Line 3
Telephone
Fax
Website


	
	
Hotel 2 Name (IN ENGLISH)

Address line 1
Address Line 2
Address Line 3
Telephone
Fax

Website

	
Hotel 2 Name (IN NATIVE LANGUAGE)

Address line 1
Address Line 2
Address Line 3
Telephone
Fax
Website


	
	
Hotel 3 Name (IN ENGLISH)

Address line 1
Address Line 2
Address Line 3
Telephone
Fax

Website

	
Hotel 3 Name (IN NATIVE LANGUAGE)

Address line 1
Address Line 2
Address Line 3
Telephone
Fax
Website






<Hotel 1> Information
Month XX-XX, 201X

<Please insert Map & Directions to Hotel>

<You may also want to include a list of nearby restaurants if delegates will be dining on their own during this leg of the trip.>


<Hotel 2> Information
Month XX-XX, 201X

<Please insert Map & Directions to Hotel>
<You may also want to include a list of nearby restaurants if delegates will be dining on their own during this leg of the trip.>



<Hotel 3> Information
Month XX-XX, 201X

<Please insert Map & Directions to Hotel>
<You may also want to include a list of nearby restaurants if delegates will be dining on their own during this leg of the trip.>





<Next you will want to include a detailed agenda including all scheduled meetings/events, transportation information, maps, and dining information.>
Day 1
Month XX, 201X
· Gathering Point
· Location
· Time
· Transportation to Meeting 1 Info

· Meeting 1
· Description
· Time
· Location (In English and Native Language)
· Contact Information
· Agenda

	Time
	Presentation
	Presenter

	XX:XX – XX:XX
	Topic
	Name

	
	
	

	
	
	

	
	
	



· Background Information 
· Organization Information
· Bios of Individuals the delegation is meeting with
· Transportation to Lunch/Meeting 2 Info
· Map


Day 1
Month XX, 201X

· Lunch (If Applicable)
· Location (In English and Native Language)
· Transportation from Meeting 1 Info
· Contact Information
· Website
· Description
· Dress Code
· Host (If Applicable)
· Payment Information (Will they pay their own way? Cash/Credit accepted?)
· Anticipated Attendees (If Applicable) <Attendees outside of AIPLA Delegation>
· Name – Position
· Transportation to Meeting 2 Info
· Map



Day 1
Month XX, 201X

· Meeting 2
· Description
· Time
· Location (In English and Native Language)
· Transportation from Lunch info
· Contact Information
· Agenda

	Time
	Presentation
	Presenter

	XX:XX – XX:XX
	Topic
	Name

	
	
	

	
	
	

	
	
	



· Background Information 
· Organization Information
· Bios of Individuals the delegation is meeting with
· Transportation to Dinner/Hotel Info
· Map


Day 1
Month XX, 201X

· Dinner (If Applicable)
· Location (In English and Native Language)
· Transportation from Meeting 2/Hotel Info
· Contact Information
· Website
· Description
· Dress Code
· Host (If Applicable)
· Payment Information (Will they pay their own way? Cash/Credit accepted?)
· Anticipated Attendees (If Applicable) <Attendees outside of AIPLA Delegation>
· Name – Position
· Transportation to Hotel Info
· Map
<Next you will want to include a detailed agenda including all scheduled meetings/events, transportation information, maps, and dining information.>


Day 2
Month XX, 201X
· Gathering Point
· Location
· Time
· Transportation to Meeting 1 Info

· Meeting 1
· Description
· Time
· Location (In English and Native Language)
· Contact Information
· Agenda

	Time
	Presentation
	Presenter

	XX:XX – XX:XX
	Topic
	Name

	
	
	

	
	
	

	
	
	



· Background Information 
· Organization Information
· Bios of Individuals the delegation is meeting with
· Transportation to Lunch/Meeting 2 Info
· Map


Day 2
Month XX, 201X

· Lunch (If Applicable)
· Location (In English and Native Language)
· Transportation from Meeting 1 Info
· Contact Information
· Website
· Description
· Dress Code
· Host (If Applicable)
· Payment Information (Will they pay their own way? Cash/Credit accepted?)
· Anticipated Attendees (If Applicable) <Attendees outside of AIPLA Delegation>
· Name – Position
· Transportation to Meeting 2 Info
· Map



Day 2
Month XX, 201X

· Meeting 2
· Description
· Time
· Location (In English and Native Language)
· Transportation from Lunch info
· Contact Information
· Background Information on Organization & Individuals the delegation is meeting with
· Agenda

	Time
	Presentation
	Presenter

	XX:XX – XX:XX
	Topic
	Name

	
	
	

	
	
	

	
	
	



· Background Information 
· Organization Information
· Bios of Individuals the delegation is meeting with
· Transportation to Dinner/Hotel Info
· Map


Day 2
Month XX, 201X

· Dinner (If Applicable)
· Location (In English and Native Language)
· Transportation from Meeting 2/Hotel Info
· Contact Information
· Website
· Description
· Dress Code
· Host (If Applicable)
· Payment Information (Will they pay their own way? Cash/Credit accepted?)
· Anticipated Attendees (If Applicable) <Attendees outside of AIPLA Delegation>
· Name – Position
· Transportation to Hotel Info
· Map



Final Report

<Please prepare a final report for headquarters that includes who you met with, what you learned in any substantive meetings, and overall reflections.>

[bookmark: _GoBack]
