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 “I can truly attest to the elevated status that 
Canada has gained as a result of our 
involvement with and support of this initiative. 
It is two-way learning experience and a win-
win activity that enriches both the provider 
and the receiver of the learning event.”   

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

This note provides more detail about your role and responsibilities as an Event Expert 
to meet the expectations of participants, the Event Leader, other Experts, local staff and 
other stakeholders.  
 
Please read this information, and if you have queries or concerns at any stage, please do 
contact your Event Leader or the CTP Global Relations team at 
(CTP.GlobalRelations@oecd.org). 

Getting Started as an Event Expert 
You will facilitate the transfer of knowledge and sharing of experiences between tax 
officials on highly specialised subject matter and in an international environment.  

You and the other Experts represent your respective countries at the event. Coordinated 
by your Event Leader, with the contributions of the other experts and the local staff, you 
should act as a team to prepare the event and find solutions to any problems or concerns. 

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

Your Audience 
Participants can vary considerably in terms of seniority and knowledge, particularly 
for multilateral events. It is important to get a sense of the range of the participants’ depth 
of knowledge in the introductory session.  Sometimes they will be quite senior, but some 
may be younger from countries that have a deliberate policy of advancing those who can 
readily adjust to an international environment.  

At the OECD Multilateral Tax Centres, there will be around 20-30 participants from a 
number of countries. Bilateral events with Key Partners such as Brazil, China and India 
may include up to 80 or more participants.  A list of the participants is supplied to the 
Experts in advance, where possible, and the Event Leader will contact them regarding any 
pre-event preparation you may recommend. 

Participants will be familiar with their own tax systems and some may have attended 
OECD events and be familiar with OECD practice.  We suggest roundtable discussions and 
surveys of country practice early on in the event. Responses in case study sessions can help 
give you an idea of the level of the participants’ knowledge and guide you towards 
establishing the appropriate level of the discussion needed. 
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Your communication style is as crucial to participants learning as is your level of 
knowledge.  Technical vocabularies may vary between countries and many terms may not 
easily translate.  Misunderstandings may occur, of which neither the Experts nor the 
participants are aware until some basic contradiction occurs in a question or case study.  
Always explain clearly and simplify, using more than one form of words where possible, and 
ask questions to ensure that points are understood.    

Participants at the Multilateral Tax Centres have different cultural, political and 
religious backgrounds. Metaphors and/or jokes are usually hard to translate and should 
be avoided.  Avoid commenting on relations between countries.  Consider possible 
universal topics such as sports or music which often cross boundaries.   

Before the Event 
Advance preparation is essential for the success of the event. This should include: 

• Approximately six to eight weeks prior, make contact with the Event Leader and 
other Experts, usually by email and/or conference call, to review and adapt the 
sample agenda and other materials, as well as to agree on the allocation of 
sessions, presentations and case studies. Experts are usually given the choice of 
topics most relevant to their expertise.  

• If you are providing event materials, please send them to Global Relations a 
minimum of four weeks in advance of the event to allow for translation and 
printing. Ensure any changes you have made are clearly identified (preferably using 
track changes) so only the amendments need to be translated. 

• Arrive the day before the event commences in time to meet with other Experts, 
local staff and interpreters, run through materials, discuss expectations and task 
allocations, and agree on solutions to any last-minute problems.  

• Plan to attend the entire event until after the closing ceremony.  
• Please email your travel itinerary as early as possible to CTP Global Relations 

(CTP.GlobalRelations@oecd.org) so we can confirm your accommodation and 
airport transfer arrangements. 

 

Event Materials 
Event materials typically include:    

• an agenda 
• background papers 

• case studies 
• PowerPoint presentations 

Sample materials exist already for most events and will be provided as a starting point 
once the Expert team is confirmed.  Background papers may be written specifically for the 
event, or may be extracts from OECD or other IMF publications which are more general 
and designed to accommodate many different tax systems. 

TIP: 
Don’t over-prepare 

materials. Less is more. It 
always takes longer to 
present materials than 

you think. 

mailto:CTP.GlobalRelations@oecd.org
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Participants particularly want to learn from your own 
or your country’s experience and we strongly encourage 
you to include these in your cases and examples. 

For ease of translation and interpretation, it is important 
that materials are kept as simple as possible, and that 
you speak slowly and clearly.  It can also be very tiring 
listening to translations for long periods so Event Leaders 
and Experts are encouraged to vary the nature of 
discussions.  

To maintain master files, any materials created must 
include the OECD watermark and use the standard OECD templates, with electronic 
copies sent to the GRP Staff. 

 

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). The opening will include information 
about the CTPA’s Global Relations Programme and sponsorship. 

Communication Style  
In addition to presenting formal lectures and leading discussions, encouraging dialogue 
and the sharing of participant’s country experiences (hopefully leading to a consensus 
on “good practice”) is a very important aspect of your contribution. Every country will 
have developed useful ideas and practices, and generally participants are eager to 
contribute to the dialogue and discussion if you give them appropriate encouragement 
and time to respond. Cases presented by participants are strongly encouraged as a 
basis for group discussion. 

Formal lectures can quickly induce a lack of concentration and Experts are encouraged to 
be innovative by e.g. breaking up formal sessions with other tasks, asking questions, and 
reviewing case studies discussed in sub-groups. Some participants may find it easier to share 
their views in these smaller groups and it is useful for you to move among them, listening to 
discussions and checking participant understanding.  Sub-group conclusions should always 
be reported back to the whole group. 

Presentation Tips 
To encourage the best possible learning experience, the following tips are useful to bear in 
mind: 

• Speak slowly and articulate well. 
• It is not acceptable to read your presentation; speak from bullet points or 

with slides as a starting point to make the presentation more interesting, while 
keeping to the message of your slides as interpreters will be translating from these. 

TIP: 
Keep it simple.  It is too 

easy to over-estimate the 
capacities of participants 

to absorb materials, 
particularly when the 

language of the event is 
not their first language. 
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• Communicate informally; feel free to use simple examples and diagrams to illustrate 
points as these occur.  

• Actively watch for signals that participants understand the points you are 
making and look for puzzled expressions.  When you see them, explain again. 

• Encourage open dialogue to find out more about practices in the participants’ 
countries.  

• Participants are looking for ways to improve systems and solve problems faced 
in their own countries, so do not hesitate to amend your material to fit the special 
circumstances if needed. 

• Summarise and review key concepts in each topic. 

• Be attentive to timing and respect break times; agree on any changes with the 
Event Leader. 
 

Social Events and Other Interaction 
Participants will enjoy meeting experts from other countries and appreciate having the 
chance to build a network of contacts they can use in daily practice.  

We strongly encourage experts to join participants in the breaks and social events or visits 
organised by the local staff giving them further opportunities to informal conversations 
about the topics and their work.  It is also a valuable opportunity to get a sense of how the 
event is progressing and whether any adaptations may be needed. (Any such information 
should be reviewed collectively with your Event Leader and the other Experts.) 

Event Conclusion 
Evaluation forms are distributed at the end of the second to last day and collected at the 
beginning of the wrap up on the last day.  
 
The Event Leader should also convene an informal meeting with the Experts just before the 
end of the event, covering what went well, what could be improved, and what was 
learned from participants, who will also have an opportunity to express their conclusions 
about the event.  
 
In the closing ceremony, the Event Leader will summarise the key issues discussed and 
thank all involved, particularly the staff of the Centre and the interpreters. The Experts 
can 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. 

 
 
 
  “I believe the program is a good tool to enhance relations 

with partner countries. This does not come from one-off 
events but from long term programs establishing a real 
relation with a large number of participants (some of whom I 
have seen return to different courses over time) and the 
administrations they work in.”   Netherlands  
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Occasionally, Experts may believe that, for reasons of non-attendance, the awarding of a 
certificate is not merited. You may be asked by the Event Leader for your opinion 
regarding the nature of any problem. Any feedback on negative matters will be provided 
generally and anonymously to the participants’ country. Conversely, we are very happy to 
feed back the names of outstanding participants, so we request that you provide fairly full 
notes on both problem and outstanding participants to your Event Leader. 

After the Event 

Event Evaluations and Report 
Following the event, we will invite you to compose a brief report on the event (Event 
Expert Report,) including your assessment of the event as a whole and other elements 
detailed below.  In turn, the Event Leader will provide informal feedback concerning your 
inputs and contribution to the success of the event.   

Participants’ evaluations, including their evaluation of the Experts as a group, your own 
report, and the Event Leader’s report are used in helping us evaluate and develop future 
events.  These reports are made available to the Independent Evaluation Service (IES) 
which provides third party, independent feedback and reports to the Advisory Group on 
Co-operation with Partner Economies which oversees the Global Relations Programme.  

Your Event Expert Report provides us with your feedback, comments and suggestions on 
any issue. We are particularly interested to learn from your experience about the following: 

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 OECD 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, please highlight these so they are easily identified. 

Additional Assistance  
 

For further information or emergency assistance, please contact us at: 

CTP.GlobalRelations@oecd.org 

 

 
Your contribution is critical to making 
this event a success.  We are very 
grateful for your involvement and 
wish you an exciting and truly 
enjoyable experience.  
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