Checklist for IP Practice committees contemplating International trips:


I. Trip Planning 



[6+ months before trip]

A. Preliminary Approval from AIPLA Leadership

1. Check with Executive Director and/or President to ensure whether appropriate to visit
2. Check Anticipated Dates with AIPLA Leadership

a. Check against Master Calendar

b. Activities of sister organizations

c. Avoid Holidays and special events in target country

B. Meeting Targets

1. Patent Office

2. Courts

3. Government Agencies responsible for IPR enforcement or monitoring
4. Professional Organizations

a. Bar Associations
b. Patent Attorney Associations
5. Private Practitioners and Firms

II. Preparations

A. Official Letters and Meeting Requests 
[3-5 months before trip date]

1. Should be drafted for review and signature by the President on AIPLA Letterhead
B. Regular Planning Calls

1. Identify topics for presentations

2. Selecting participants and speakers
a. Priority given to Leadership

b. Good cross section of established and newer committee members
3. Expectations from AIPLA participants

a. Attend all planned meetings/events [Attendance mandatory]
i. Participates not allowed to miss portions of the trip for client meetings or to attend the “Lady Gaga” concert
ii. Ok to schedule private meetings so long as they don’t conflict with the committee schedule

b. Help/contribute to some portion of the trip

C. Work with Local AIPLA foreign members or professional associations

1. Search AIPLA International membership records to identify members from the target destination

2. Research local patent attorney or legal associations
a. Local members might have hotel or dining recommendations

3. AIPLA HQ may have contact information for sister organizations
D. Prepare Trip Book as preparations continue to evolve
1. Share with delegation members prior to the trip
E. Transportation during trip

1. Minibus

a. Share costs amongst delegates

b. Collecting money

III. Language & Customs
A. Spoken - Does the host or audience speak/understand English

B. Written – Will printed materials help communications if distributed in advance?
1. Some organizations will request list of guests and topics to be discussed
C. Do we need Translators?
1. Can committee members help?

a. No budget for paid translators
D. Proper forms of Greetings
1. Shake hands, Kissing (on check), hugging/touching

2. Eye contact

3. Voice – volume/level

IV. Etiquette & Protocol
A. Prepare for Professional/Business Environment
B. Dress code
C. Avoid offensive behavior/gestures?
1. Participants should not overly dominate or “hog” the discussion
D. Gifts

1. Is it customary to give gifts?

a. AIPLA HQ maintains a supply of gifts
2. Can government officials or in-house folks accept gifts?
E. Dealing with Government agencies/personnel
1. Consider contacting USPTO IP Attaché at the US Embassy
V. Meals & Entertainment

A. Payment of Meals
1. General Rule: Each participant is responsible for his/her own expenses

2. Committee encouraged to seek local sponsors who might host a dinner or gathering
B. Alcohol Policy
1. These trips are NOT “Frat Parties”
C. Karaoke

VI. After the Trip 


[Due 3 weeks after trip]
A. Prepare and submit a Trip Report

1. Obtain copies of business cards from each of the delegates

2. Divide responsibility for preparing written summary of various meetings amongst delegates
B. Thank you letters and emails

C. Invitations to future AIPLA stated meetings

D. Explore possible further collaborations

1. On-line educations and webinars
VII. Miscellaneous

A. Note Takers:  Consider assigning a different note taker for each meeting who can then prepare a short 2-3 paragraph report to be included in the final Trip Report.
B. Meeting Leader:
Consider assigning a different meeting leader for each meeting who might act as the MC.
