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Introduction 
Firstly, our sincere thanks to you, and to your organisation, for accepting the role of an 
Event Leader in CTPA’s Global Relations Programme.  We are sure that this opportunity to 
look at international tax issues in a multicultural setting will be a very interesting and 
rewarding experience. 

This note provides more detail about your role and responsibilities as an Event Leader 
to meet the expectations of participants, experts, local staff and other stakeholders.  

Please read this information, and if you have queries, concerns or difficulties at any stage, 
please contact us at CTP.GlobalRelations@oecd.org.   

Getting Started as an Event Leader 
You will be the key person in facilitating the transfer of knowledge and sharing of 
experiences between tax officials on highly specialised subject matters and in an 
international environment.  

You and the other experts represent the OECD at the event. You will be the primary 
contact to whom participants will turn if they have questions or concerns, but you are not 
alone.  You will be supported by the local staff and your other expert colleagues so, in 
order to make life easier and find solutions together, you should act as a team.  

You will be responsible for activities before, during and after the event. The following 
guidelines provide more details.   

Role and Responsibilities 
The Event Leader is responsible for the technical content of the event, and also a number of 
administrative aspects to ensure its smooth operation. These include, for example, 
convening and adjourning the meetings, facilitating social events, dealing with unexpected 
circumstances, signing certificates and reporting.  

Before the Event 
The following preparation is required prior to the event: 

• Global Relations will provide a sample agenda for you to review and adapt as 
needed.  Draft, discuss and agree on the agenda/syllabus with the other experts, 
CTPA Global Relations and the local host. Note you may need to allow time for 
local visits in your planning. 

• Agree with the other experts on the allocation of sessions, presentations and case 
studies.   Experts are usually given the choice of topics most relevant to their 
expertise. A conference call with them about eight weeks prior to the event to 
discuss how to share the task of developing materials is good practice. Note: Global 
Relations can provide sample event materials (presentations, case studies, reports 
etc.), for you to adapt, or you may decide to develop some materials for the special 
characteristics of a particular event. 

mailto:CTP.GlobalRelations@oecd.org
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• Send all completed materials to CTPA Global Relations a minimum of four weeks in 

advance of the event to allow for translation and printing.  
• CVs and other information about the participants will be sent to you in advance. 

We recommend that you liaise with participants regarding any suggested pre-
event readings, and to request anonymous case studies to incorporate into the 
agenda if you think this will be useful for the particular event. 

• Plan to arrive the day before the event to meet other experts, local staff, and/or 
interpreters, so you can be briefed and ensure all is in order prior to the start of the 
event. 

• Please email your travel itinerary as early as possible to CTP Global Relations 
(CTP.GlobalRelations@oecd.org) so they can confirm your accommodation and 
airport transfer arrangements. 

During the Event 
The Event Leader will open the event, sometimes with the host country official (e.g. a 
senior officer from the local Tax Administration).  

Please ensure you cover the following areas in your welcome and introduction: 

1. Introduction of experts, interpreters and local staff 
• Interpreters (by booth and language rather than by name), explanation of the 

equipment and ensure participants are receiving interpretation before proceeding.  
• Event Leader and each Expert, providing briefly your backgrounds (country, current 

position, and career experience). 
• Participants, go around the table, asking them to introduce themselves (name, 

position, place of work, expectations from the event).  

• Local staff, if available; ask them to introduce themselves. Otherwise please identify 
the local staff available to assist with administrative issues, accommodation, health 
concerns etc. 

2. Administrative issues 
    Local staff can present this if available; otherwise you will need to have been briefed in 
advance. 

• Accommodation and eating arrangements 

• Social events (you may consider it appropriate to respond on behalf of participants 
to any speech at a social event). 

• Other events, (e.g. visit to tax offices) 
 

3. Event Organisation 
• Syllabus, ensure all participants have a copy; briefly outline objectives and coverage 

of the event. 

mailto:CTP.GlobalRelations@oecd.org
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• Background materials; ensure all participants have a copy; urge them to read them 
as quickly as possible if they have not already done so. 

• Teaching format, explain arrangements for lectures, case studies, interactive sessions, 
visits or other activities.  Note: please emphasise that interaction among experts and 
participants is welcomed and encouraged.  

• Certificates, presented at the end of the event on satisfactory completion.  
Note these may be withheld for those absent without extenuating circumstances.)  

4. Introductory slides 
Global Relations will provide slides to illustrate what the OECD is doing and why, what 
Participants can expect from the event, and to thank donors and contributors. 

5. Your management role during the event 
• Assessing progress:  Please discuss the event with participants and experts during 

breaks and, at the end of the day, to ensure expectations are being met.  
A good practice on Day 2 is to do an informal evaluation for feedback on how the 
event is proceeding and whether any adjustments need to be made to the syllabus 
or presentations.  
 

• Flexible approach to the agenda: Because of the interactive nature of the event, it is 
your responsibility, in consultation with the experts, to adjust discussion timing.  
Please be aware however that participants expect all topics on the agenda to be 
covered and that breaks (coffee, lunch, end of the day) will be respected, unless 
participants request otherwise. 

6. Facilitating the formal evaluation of the event 
This usually takes place on the last morning of the event, and you are requested to ensure 
with the local coordinator/host that this happens.  

• Evaluation forms to be distributed at the end of the second to last day and collected 
at the beginning of the wrap-up session on the last day.  

• Translation of the evaluations should be done prior to the end of the event; please 
liaise with the local coordinator and interpreters. 

• If you are returning to Paris, please bring the forms back with you and arrange for 
their delivery to Global Relations; if not, please ensure these are given to the local 
coordinator.  (Note: Experts will be sent an evaluation form directly from Global 
Relations.) 

7. Event Conclusion and Certificates 
• Feedback: The Event Leader should convene an informal meeting with the experts 

just before the end of the event, covering what went well, what couldbe improved, 
and what was learned from participants. It is also good practice to organise a tour 
de table for participants to express their conclusions about the event.  
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• Closing Ceremony, the Event Leader summarises the key issues discussed and thanks 
all involved, particularly the staff of the Centre and the interpreters. 
The Experts each say a farewell to the participants. 
 

• Certificates are signed on behalf of the OECD and presented by the Event Leader; 
sometimes joined by a high level official.  
 

 

After the Event 

Event Leader Report 
The feedback from Event Leaders is highly valued as it helps us to continuously improve 
the events for impact and relevance. CTPA Global Relations will send you a formatted 
Event Leader Report before the event. It is good practice to be aware of the questions prior 
to the event, and to complete the Report during the last day or on the return journey while 
it is fresh in your mind. 

The Report should be sent by Email to Global Relations no later than one week following the 
event.   

The Event Report has two parts: 

1. Technical Outcomes 
This includes any information related to new or updated tax policies or tax legislation, 
regulatory guidance, a country’s perspective on OECD instruments, and/or any information 
that may be beneficial to the Working Parties in developing global standards.  

(Note: we are not asking you to review the legislation or practice of participating countries, 
but rather any issues you note regarding how OECD standards are applied, or not applied. 
This information about the “health” of our standards serves as an early warning 
mechanism for feedback to the Working Parties and the CFA.)  

We are especially interested to know about any requests by participants for future 
engagement or specific country requests for additional assistance, along with your 
suggestions for improvement (whether in general or more particularly), or for new or 
additional future events.  
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2. Implementation of the Event 
The Report asks you to record any changes made during the event to the syllabus or 
materials, or any discrepancies noted, and to forward these to Global Relations to 
incorporate for future events. If the changes are not obvious (e.g. track changes), please 
highlight these so they are easily identified. 

Providing Feedback to Experts 
The Experts’ performance as a group in delivering an OECD event is included in the 
evaluation by participants.  We also encourage Event Leaders to provide honest feedback 
to Experts:  

• at the request of the Expert, informal feedback at the event concerning their inputs 
and contributions; 

• more formally on the Event Report where you are asked if they met the 
expectations.    

You can also specify for each Expert: 
- Areas where they made a significant contribution 
- Areas where they could refine or develop their expertise or delivery technique to 
maximise their effective contribution at future events 
- Other general comments 
 

Additional Assistance  
 

For further assistance, please contact us at: CTP.GlobalRelations@oecd.org.  In case of 
emergencies, please contact us at:  

• +33 6 10 11 24 48 
• +33 6 14 49 23 26 
• +33 6 35 33 12 10 

 

 

 
 

 

We are very grateful for your leadership 
and contribution.  The success of the 

upcoming event depends largely on your 
skill and dedication. 

Thank You 
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