

PROPOSAL FOR A SIDE EVENT
Throughout the twentieth session of the Intergovernmental Committee, a series of side events on the theme of living heritage safeguarding may be organized outside the plenary meetings, in coordination with the host country, and subject to available spaces.
Please consult the webpage dedicated to the session for more information, including the calendar of events which will be regularly updated with details of approved side events (https://ich.unesco.org/en/calendar-of-events-01392).
After receiving clearance from the Secretariat of the Convention, the requester will be put in contact with the host country organizers for any relevant information and details concerning the organization of the event (technical assistance, catering, etc.). Please note that the organizers reserve the right to indicate the space in which the requested event will take place. Furthermore, the space available at the venue being limited, the organisers may not be able to accept all requests.

Submission deadline: 10 November 2025
Please submit one completed form per event to: ich@unesco.org.
IMPORTANT CONSIDERATIONS
Before completing this form, please take note of the following:
· Duration and scheduling: All side events held during the lunch break (1.15 p.m. to 2.15 p.m.) or after the day’s session (5.45 p.m. to 6.45 p.m.) shall be planned for a total duration of approximately 60 minutes.
· Room specifications: Detailed provisional specifications for all side event rooms are available in Annex.
· Costs: The requestor responsible for organizing a side event must take the necessary arrangements to cover the costs of any additional services it requires which are not included in the ‘basic package’.
· Food demonstrations and catering: Food demonstrations may be permitted if they comply with the host country’s sanitary regulations and venue security protocols. Catering services may be arranged through the venue provider. All associated costs are the responsibility of the requesters.
· Safety restrictions: Due to venue security requirements, activities involving fire, open flames, or heat sources cannot be accommodated.
· Booths, stands, and pavilions: Given the space limitation, large-scale installations may not be possible; upon receipt of the request, feasibility will be studied together with the Host country team. 
· Book launches and film screenings: These activities require a clearance process. All relevant materials must be submitted together with the completed form by 10 November 2025.
· Due to the venue layout, all side events taking place in meeting rooms would follow a ‘silent meeting’ format. In this arrangement, participants will listen to proceedings via wireless headsets, while keynote speakers will use non-amplified microphones.
· Events related to ‘ongoing’ nominations in the 2025 cycle for inscription on the Lists of the 2003 Convention: These side events can only be held after the Committee has taken its decisions on the respective nominations.


A. Requester(s)

	Lead applicant

	Country (if applicable)
	

	Organization submitting the proposal
	Name:

	Focal point 1
	Name & title:

	Phone number
	


	Email address
	


	Focal point 2
	Name & title:

	Phone number
	

	Email address
	

	Co-requesting partners (if applicable)

	Co-requester 1
	Name:

	Co-requester 2
	Name:

	Co-requester 3
	Name:

	If applicable, UNESCO contact directly involved in the event.
	Name and contact information:



B. Event description

	Type of event
	☐ Round table
☐ Film screening*
☐ Book launch*
☐ Live performance (e.g. music, dance, theatre)
☐ Culinary presentation*
☐ Interactive workshop (hands-on activity)
☐ Exhibition*
☐ Information table (e.g. brochures, publications, flyers) *
☐ Other (please describe): ………………………

	Title of the event (maximum 150 characters including spaces)








	Brief description (Provide a short description of the event, background, objectives. Not exceeding 150 words)









	Modality of the event
	☐ Onsite
☐ Online               ☐ Hybrid

	Programme of the side event (Please add programme items - even if preliminary)







	Speakers (if applicable) (Please list names, affiliation, gender and geographical location of the speakers/panellists)

Speaker/panellist 1:
Name:
Gender:
Affiliation:
Title:
Country:



	*Exhibition (Please attach project/visualization of the exhibition as a separate file)

☐ Free-standing (roll-up)
☐ Against the wall
☐ Other (please describe):


	*Film screening, book launch and brochures or flyers distribution
Indicate here the type of materials being provided (Please provide the materials along with the completed form)






	*Culinary demonstration
Please detail the type of food that will be served, the setting and equipment required. Events involving live on-site cooking cannot be accommodated within the venue.







	Logos & visuals
Logos of the organizers specifying the order of appearance, and a visual or photo to illustrate the event with caption and copyright












C. Logistical arrangements

	Preferred date and timeslot
	Date:
☐ Monday 8 December 2025
☐ Tuesday 9 December 2025
☐ Wednesday 10 December 2025
☐ Thursday 11 December 2025
☐ Friday 12 December 2025

Timeslot:
☐ Lunch time (1.15 pm – 2.15 pm)
☐ After the day session (5.45 pm – 6.45 pm)

	Duration of the event

	☐ 30 minutes
☐ 45 minutes
☐ 60 minutes

All events scheduled during the lunch break will start at 1.15 pm and conclude by 2.15 pm at the latest. Events held after the day’s session will start at 5.45 pm and conclude by 6.45 pm at the latest.

	Number of participants expected
	Onsite: ……….
Online: ……….                    

	Main language of the side event
	☐ English             
☐ French
☐ Other (please specify): .....................





[bookmark: _Hlk212559659]Annexes
Interpretation

If simultaneous interpretation is requested (not part of the ‘basic package’ and additional fees would apply’), please select the main language pair(s) and indicate below the number of minutes required (max 60 minutes):
· English > French: 60 minutes
· English > Spanish: 60 minutes
· French > English: 60 minutes
· Spanish > English: 60 minutes
[bookmark: _Hlk212559762]Room
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Information about the space is detailed in the table below. The basic package included in each room is provided free of charge. Please indicate your preferred room:
Published on 28 October 2025
· Cocktail space
· Performance stage
· Exhibition space
· Room 1
· Room 2
· Room 3
· Room 4
Should you wish to request optional add-ons, please select from the list below:
	[bookmark: _Hlk212559848]Room
	Basic package
	Optional add-ons

	Cocktail open space (approximately 20 x 8 m, TBC)

	Audio system + 1 wireless microphone
10 standing tables, 20 chairs
	· Movable big screen (HDMI & USB input) – To be provided
· Extra wireless microphone – To be provided

	Live performance area (approximately 10 x 8 m, TBC)

	Movable lectern, audio system, 2 wireless microphones
	· Movable big screen (HDMI & USB input) – To be provided
· Extra microphone – To be provided
· Extra furniture (coffee table, chairs) – To be provided
· Additional lighting setup for video/live streaming quality – To be provided 
· Video recording of the event via Zoom (include the presence of a technical operator) – To be provided

	Exhibition booth/permanent stand (approximately 3 × 3 m, TBC)
	Exhibition booth / permanent stand (e.g. roll-up exhibitions, book display tables, and standalone visual materials such as posters, panels, or artisanal objects)
No audio system
	A plan or mock-up must be submitted in advance to assess feasibility and to establish a quotation.

	Room 1 - 40 seats

	Basic package included: 2 large display screens, 2 wireless microphones, 2 PCs with Zoom account and connection, 1 projector, 1 camera.
Setup: Theatre (rows of chairs arranged in straight lines facing the front of the room, without tables. A clear space at the front is reserved for speakers or performers).
	· Catering service inside the room – –To be provided
· Extra furniture (coffee table, chairs) – To be provided
· Movable big screen (HDMI & USB input) – To be provided
· Audio system + 1 wireless microphone – To be provided
· Extra wireless microphone – To be provided
· Additional screen – To be provided
· Video recording of the event via Zoom (include the presence of a technical operator) – To be provided

	Room 2 - 60 seats

	Basic package included: 2 large display screens, 2 wireless microphones, 2 PCs with Zoom account and connection, 5 fixed microphones, 2 PCs, 1 projector, 1 camera.
Setup: Theatre (rows of chairs arranged in straight lines facing the front of the room, without tables. A clear space at the front is reserved for speakers or performers).
	

	Room 3 - 60 seats

	Basic package included: 2 large display screens, 2 wireless microphones, 2 PCs with Zoom account and connection, 5 fixed microphones, 2 PCs, 1 projector, 1 camera.
Setup: Conference (rows of chairs with tables arranged in straight lines facing the front of the room. A table is placed at the front for speakers)
	

	Room 4 - 80 seats

	Basic package included: 2 large display screens, 2 wireless microphones, 2 PCs with Zoom account and connection, 5 fixed microphones, 2 PCs, 1 projector, 1 camera, 2 interpretation booths.
Setup: Conference (rows of chairs with tables arranged in straight lines facing the front of the room. A table is placed at the front for speakers)
	

	ICH NGO Forum room - 200 seats
(reserved for use by the ICH NGO Forum) 

	Basic package included: audiovisual equipment for remote participation (Zoom), 2 large display screens, 2 wireless microphones, 5 fixed microphones, 2 PCs, 1 projector, 2 cameras, 2 interpretation booths.
Setup: Auditorium configuration with a 5-personn podium.
Additional feature: Tables on the side of the room or at the back of the room for documents.
	



[bookmark: _Hlk212559863]Catering
Should you wish to provide catering during your side event, please find below the available formulas:
	[bookmark: _Hlk212559901]Formula
	Service includes
	Price per person (USD)

	Formula 1 – Tea/Coffee Break
	Service with tea/coffee, herbal infusions, biscuits
	To be provided upon request

	Formula 2 - Finger foods reception
	4 savoury snack (2 vegetarian) and 3 sweet bites, tea/coffee, and soft beverages

	To be provided upon request

	Formula 3 – Lunch bag
	Packed meal (vegetarian or non-vegetarian), cutlery, dessert.
	To be provided upon request

	Formula 4 – Buffet reception
	Selection of vegetarian and non-vegetarian main dishes, accompanied by seasonal sides, dessert, tea, coffee, and soft beverages

	To be provided upon request




Please indicate the formula and quantity:
· Selected formula: …
· Number of persons to be served: …
Specific dietary requirements: …
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