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President’s welcome 
 

The Asian Law Students’ Association (ALSA) has grown tremendously over the past 12 years. 

As of now, we have around 12,000 members across 12 member countries. One of our goals is 

to ensure members are well equipped with the necessary legal skills to ensure success in the 

working realm. 

As law students, the main source of legal skills are through practical academic activities such 

as mooting, debates, client consultation, negotiation and many more. It provides us with a 

simulation of what we will go through when we start working. As a student, activities like these 

prepare us for the real thing, and is therefore vital to the development of law students. 

What is equally important is the quality of these academic activities. The purpose of the 

academic activities documents is to ensure there are high standards in the academic activities 

organized by all ALSA chapters. This will result in quality and uniformity in ALSA’s academic 

activities. 

As a student association, education is what we are all about and it is what brings us together. 

Enhancement of education is equivalent to self-enhancement.  

Thank you and ALSA always be one! 

 

Surendra Ananth 

President of ALSA International Board 

2013 - 2014 
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Foreword 
 

Dear ALSAians, 

Alhamdulillahirabbilalamin, finally this book able to come to its conclusion after. As i do 

expect this would be the farewell present for ALSA International Board 2013-2014, along with 

expectation this book will preserve academic activities tradition within ALSA, since we do 

recognize ALSA as one of the biggest law students association, where the competence and 

capabilities of ALSA’s member should be developed and enhanced gradually to prepare 

students who are internationally minded, socially responsible, academically committed, and 

legally skilled. 

Last but not least, thank you for any contribution and support who helped me crafting this 

document. I hope this book will able to inspire the reader to further develop the organization 

and the skills of the member and preserve as important inheritance to our successor which the 

content can be futher develop in the future.  

Enjoy being inspired, ALSA Always Be One 

 

Sincerely, 

 

Bhredipta Cresti Socarana 

Vice President of Academic Activities 

ALSA International Board 2013-2014  
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IMPORTANT NOTE 
 

This document consist of several internet-based 

resources in organizing academic activities events. Many 

of them are not owned by the author. This publication 

made intentionally for education purposes only, and 

specifically only can be distributed among internal Asian 

Law Students’ Association Local Chapters for free. 

 

Do note several chapters of this reference did not 

mention about setting up commitee, raising budget, 

compromising with media and sponsor, and any other 

related stuff such that. given understanding issue on 

settip committee and several general things like that will 

remain same among each other, so the other chapters 

which do not contain general issues is focussing on the 

essence of the activities itself, and how to organize the 

activities. 
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Seminar 

1. Introduction 

Seminar as an even full of speaker, which it aims to disseminate knowledge either 

being made specific or general introduction toward certain issue. Customarily seminar 

attended big number of participants, and supported with big facilities, along with 

numerous top speaker to give lecture to the participants 

2. Type of Seminar 

A. Small seminar 

This would be attended by less than 100 people and would last for a ½ day.  

B. Large Seminar 

This would be attended by more than 100 people and would last for a ½ day.  

C. Small Conference 

This would be attended by less than 100 attendees and would last for 2 or more 

days.  

D. Medium size conference 

This would be attended by 100 to 300 attendees and would last for 2 or more days.  

E. Large Conference 

This would be attended by less than 100 attendees and would last for 2 or more 

days.  

3. Seminar Sites 

A. Site Selection 

The site selection shall be determined by the Association or initiator organizing the 

event. However this could be delegated to the organizing committee but the final 

decision should rest with the initiator. The selection of a convenient and affordable 

site is often the single most important factor in a successful conference 

and/seminar.  

When selecting a site that the following should be considered: what is the 

accessibility to the targeted attendees, have a conferences been held there recently, 

any sightseeing opportunities, or any other consideration you might taken. 

B. Conference/ Seminar Dates 

Taking date of the event is an important decision, do prevent dates of the 

conference/seminar which could reduce the attendance such as: other 

conferences/seminars would attract same attendees, religious and or traditional 

holidays, examination, or any other consideration you might taken. 
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C. Selection Process 

Site selection process shall begin by the time, you have got confirmation you are 

going to held the event, the bigger the event, the longer time you might required to 

select your site, and book it. Since if you are booking the venue too close with your 

event date, it might cost you more. Take time to review hotel and convention 

facilities guide, reccomendation from others might be good sources, and do survey 

as well. Certain sites should automatically eliminated, du to travel distance for 

attendees. The use of universities facilities, in the off season is another option that 

could prove to be quite economical  

D. Site Specifications 

A site inspection checkist should be completed for each site visits. Do checklist 

that allows for information gathering on Hotel (s), the Convention Centre, and 

Convention and Visitors Bureare. It provides on overview of the facilities and 

more. 

i. Exhibits/Trade Fair 

Exhibitors provide us, not only with a wealth information about new product 

lines, but also with additional source of revenues for the organization. Target 

those exhibitors, that might participate in your related theme 

conference/seminar at proper time, and pay particular attention to potential local 

exhibitors 

ii. Facilities 

For the most part, Hotel facilities in major Cities are usually more than adequate 

to hold a conference of a small or large magnitude. By having the greater portion 

of the attendees grouped in/or adjacent to the Headquarters’ hotel or the 

Convention Centre, the need to provide transportation will not be required 

The size and number of meeting rooms is an important factor when selecting a 

site. Conference/seminar attendance projections fluctuate and require that 

seating be provided for a minimum attendees who will participate the event. 

An important element when selecting a conference/seminar site is facility that 

can also handle a trade show (exhibits), if such a show desired by the organizers, 

and provide enough flexibility to seat all the expected attendees for luncheon, 

plenary sessions, opening address or other functions. 

There are various additional elements that are reviewed when selecting a 

conference/seminar site. These are accessibility by any airlines,trains and taxis 

to the selected conference site; availibility of recreational activities, housing and 

registration assistance provided by the local convention bureau, and sight seeing 

offered  
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iii. Accommodations/Expectations 

The cost associated with the selection of a site for future conferences is equally 

important. It shall be noted that within given city, negotiaons between the 

organizers of the event and the hotel convention cetnre management are 

undertaken and decisions are made as to what can be expected from the potential 

host. Complimentary accomodation, reduced room rates, complimentary VIP 

transportation etc, are the most common negotiable items being offered, but one 

should not be limited to only those. Local tourist organizations could be quite 

helpful at this stage 

iv. Request for Proposal 

The Organizer of the event is required to communicate with the selected 

potential parties and make necessary arrangements to visit potential sites to 

view their facilities and obtain additional information which could impact on 

the decision process. A matrix then developed to compar and determine which 

site is the most attractive, effective and cost beneficial for the event. 

v. Site Approval  

Final approval of any conference site is the responsibility of the event organizer 

with the appropriate committee. Once approval obtained, the director of the 

event shall notify the selected hotel and convention centre. All other sites were 

being considered are also notified in writing to dissolve any binding agreement 

whcih release any tentative reservations that had been booked on our behalf vis-

a-vis any of their facilities 

vi. Formal Agreement 

A formal written agreement or contract should be signed between the organizer 

of the event and selected hotel or convention centre, outlining specific items as 

listed in the Hotel proposal and required items for the organizers. 

4. Seminar Contingency Plan 

In the event of a natural disaster such as flood, fire, earthquake, etc, in the City which 

has tentatively been committed for the conference/seminar, it is important and 

necessary that the following contingency plan be implemented for precautionary 

measures: 

A. Contingency Plan 

i. Local Representative 

The organizers shall confer with the Local representatives; any on-site disaster 

relief organization’s; the designated officials; and representatives of the City’s 

Tourism industry regarding the said disaster, if deemed necessary. 

ii. Hotel and/or Convention Centre 
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The organizers shall communicate with the management of the Hotel(s) 

and/or Convention Centre to make the necessary arrangements to tour, if 

feasible, the damaged conference/seminar site and assess the impact caused 

by the disaster 

iii. Decision 

The organizer shall decide as to whethter or not to proceed or postpone the 

conference/seminar at the scheduled site. 

iv. Conference/Seminar Attendees 

The organizer shall provide in writing to each registrant information regarding 

the disaster and advise them whether the event will take place as well as new 

site and dates. 

B. Emergency Measures 

In addition to above the conference/seminar team is also expected to adhere the 

following instructions as a means to ensure that conference/seminar attendees are 

properly directed as to how to vacate the premises for their own safety 

i. Hotel/Convention Centre 

- The organizer shall be cognizant of the emergency plans of the Hotel 

and Convention centre facilities 

- The committee chairpersons shall be familiar with the Hotel and 

Convention Centre floor plans, especially the exit doors to ensure 

conference attendees’ security 

- The organiers shall designate an off site location in the vicinity of the 

hotel and/or convention centre where committee chairpersons’s would 

be instructed to meet immediately in case of a major crisis requiring 

immediate attention. 

ii. Registration Funds 

The registration chairperson.treasurer shall immediately be responsible to 

gather all moneys, cheques, and valuables and ensure that they are properly 

safeguarded off-site 

C. Cancellation of Event Insurance Policy 

A Cancellation of event insurance policy, shall be purchased, if and when feasible, 

to cover the loss of revenue due to cancellation, interruption, postponement, or 

failure to vacate the premises in the event caused by circumstances beyond control 

of the Organizers organizing the event such as, earthquake, or any else. This 

insurance policy should also cover additional expenses that would be necessary to 

re-schedule or postpone the event. It should be considered shall you held large 

conference. 
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5. Logistics 

A. Administration 

The overal administration of the conference shall be handled by special person in 

charge of the administration 

B. Theme 

The theme shall be suggested by those who in charge in marketing issue, it shall be 

approved by the Organizaing committee. In developing theme, every effort will be 

made to support the educational nature of the conference. 

C. Selection of Speakers 

Speakers are major factor in the success of any conference/seminar. They should 

be selected and invited according to contribute to the theme, their sature and 

background in the profession and their speaking competence. 

The primary source of speakes could be from your university. Other sources 

include: members of ofhter professional organizations, government agencies, 

universitis and colleges, or other experienced and competent speakers option. The 

use of supplier/vendor representatives or professional consultants should be kept 

minimum. 

Speakers should be invited as early as possible, in advance of the 

conference/seminar dates. So you can have more certainty, and contingency plan 

shall the speaker you expect to come, is prevented to come. Due to force majeure, 

or unexpected circumstances. 

D. Planning  

Preparation for a conference/seminar should begin as ealry as possible, at least 11 

months prior to conference/seminar scheduled dates. The following is a general 

outline describing some of the issues to be considered in the preparation of a 

conference/seminar. Many of these subjects are addressed in further detail within 

these guidelines: 

 While establishing the budget, the OC of the seminar shall consider how 

much the maximum fee which will be charged, expected profit margin, etc, 

then determine final structure based on established costs and desired results; 

 The brochures and  publications must be devised in accordance with the 

established theme and all marketing information used to publicize such an 

event that must be complete and accurate to eliminate unnecessary inquiries 

 Appropriate mailing lists must be established for pre-publicity and 

distribution of brochures and publications 

 A brochure with a covering letter must be forwarded to the selected 

speakers. The covering letter should define requirements such as 

transportation facilities, audio visual equipment, etc; 
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 Several weeks prior to seminar dates, call each individual speakers to 

confirm their commitment, make sure audio visual equipment, travel 

arrangements, and any other details 

 The Hotel and or convention center management must be contacted as well 

to ensure that all meeting and facility arrangements previously agreed upon 

have been carried out 

 Name tags, tag holders and portfolios/pouches or bags must be obtained or 

purchased for attendees 

 All rooms must be verified beforehand to ensure adequate spaces, lighting, 

heat and ventilation 

 It is essential that session and conference/seminar provide evaluation forms 

to be gathered from attendees and returned for evaluation by the assigned 

committee 

 Personal thank you letters must be written and sent to all speakers and 

committee members 

 A final report must be compiled outlining the procedures followed in 

planning the conference/seminar. This should be completed by all 

committees, thus ensuring contiuned success in future conference/seminar 

planning 

E. Checklist 

The following checklist will contribute to a consistent operation in the planning 

process of a conference/seminar. 

o Update computer program 

for conference registration 

o Obtain and pre-arrange 

material for stuffing 

conference/seminar bags 

o Arrange for pick-up of waste 

in meeting rooms, speaker 

ready room, registration 

area,etc 

o Arrange for sufficient tables, 

seating and work space 

o Devise a list of key 

conference/seminar and 

Hotel and Convention centre 

telephone numbers for 

distribution to all committee 

members 

o Prepare last minute sign 

o Prepare list of emergency 

telephone number 

o If feasible, do arrange for coffee, 

muffins and or other snacks as 

well as soft drinks for early 

morning, mid morning and 

afternoon breaks in Speakers 

Room 

o If feasible, arrange for al light 

lunch to be served in the Speakers 

Room for some or all committee 

members 
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o Ensure that appropriate 

equipment and supplies are 

available and in adequate 

quantities. 

Furthermore there are also other significat elements which must be considered in 

the planning stage of a conference/seminar to ensure its sucess such as 

- Audio visual equipment 

- Budget preparation 

- Conference brochure 

- Conference countdowns 

- Confirmation letters 

- Evaluation/critique sheets 

Exhibits/vendors 

- Flyers 

- Food and beverages 

- Coffee/soft drinks 

- Luncheons 

- Banquet 

- Hotel bookings 

- List of registrants 

- Mailing lists 

- Organized tours (if any) 

- Photographer 

- Profit and loss statement 

- Registration form 

- Registration package for 

attendees 

- Pencils/pens 

- Pads/noteboks 

- Name tags/tag holders 

- City map 

- Brochures on Sites and 

Tours 

- Site selection 

- Speaker Contacts/Gifts 

- Time Schedule 

- Thank you Letters 

- Topic/Program Selection 

- Transportation Map 

- To and from Airport 

- Inter-city

F. Facilities and Accessories 

In order to pick adequate convention centre/hotels, there are actually several things 

that you might consider to ensure the functionality of venue. These are as follows: 

i. Hotel(s) 

- Reasonably priced accommodation with adequate space for exhibits should 

convention centre facilities not be available 

- Exhibits in insurance and security can be additional expenses, if held in a 

hotel 

- Meeting rooms in a Hotel, will normally be provided at no costs based on 

the condition that the number of bedrooms booked at the Hotel are occupied 

- Complimentary bedrooms on a ration of 50/1 is usually the standard offered 

by Hotels 

- Cut-off date for room reservations should be as late as possible 
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ii. Convention Centre 

- The use of a convention centre is definitely optional and involves a trade-

off between potentially free session rooms and a charge for all materials, 

versus the provision of professional staff and varying amounts of on-site 

equipment which are included according to specific locations 

- Dont forget to negotiate catering and security features 

iii. Session and Associated Rooms 

- A room with necessary equipment shall be allocated for each track with an 

appropriate seating capacity. Seating arrangements be in a U shaped, 

Hallow square, Classroom or in a theater style unless otherwise specified 

by the Program Chairperson 

- An administration/speaker room shall be located in the immediate vicinity 

of the session roomes and shall constitute the speakers room for the 

conference. Working tables and chairs shall be provided.  

iv. Audio/Visual Equipment 

- If not provided by a convention centre, or if no convention centre is 

used/available, it will be necessary to contact a local supplier for the 

provision of audio/visual equipment. This should consist of a 35 mm slide 

projector, an overhead projecto, projector screen and flip charts for each 

session room for the duration of the conference 

v. Communication equipment 

- Two way radios shall be provided for the key chairpersons, the Speakers 

Room, the Registration Desk, and the Convention Centre Coordinator or 

Hotel Conference Manager. An additional spare one shall be retained in 

case of radio malfunctions. Two way radio chargers shall be supplied. Also 

other electronic equipment, video conferencing, or interent could be 

considered it feasible and/or appropriate 

vi. Evaluation 

- Session evaluation forms shall be distributed at every session 

- Overal conference/seminar evaluation forms shall be distributed at the first 

session of the last conference/seminar day 
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- Session and conference/seminar evaluation forms shall be gathered and 

forwarded to the program chairperson for overal assessment and reporting 

to the director of conference/seminar 

6. Schedule of Activities 

Since each seminar is to be planned at least 12 months prior to scheduled dates, the 

schedule of activities establish a definite timetable which shall consider everything that 

needs to be done from the pre-conference/seminar events to the conference/seminar 

dates and finally to post-conference/seminar events. It is imperative to provide the 

committee chairpersons with a timetable of those activities which forms part of their 

portfolio.  

7. Program Planning 

The ultimate success of any conference/seminar and the projection of a dynamic 

association image is attained primarily through effective programming. It is the key 

element in the enhancement of conference/seminar reputation as the premier 

educational event for Archival Professionals. It should be carefully developed with a 

positive theme and the best speakers available on the on the market.  

8. Program Scheduling 

The program should consist of an appropriate number of sessions and should encourage 

group participation through the use of panel discussions or debates, plenary and parallel 

sessions. Sessions should be limited in time.  Coffee breaks should be scheduled for 30 

minutes in the morning and afternoon. If there is an exhibition in conjusction with the 

conference/seminar, the sessions should be structured to allow attendees to circulates 

as often as possible in the exhibit area. 

i. Session Definitions 

The follong describes in simple temrs the various types of sessions available for 

programming a conference/seminar: 

- Lecture  A single speech usually occupying most of the allotted 

time   for a session, followed by a limited question and 

aswer period 

- Panel discussion A panel discussion is designed for the exchange 

of thought   and ideas among several participants, usually 

three in 

Informal basis before larger listening groups 

- Workshop   Usually a longer session involving a more 

detailed  
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Explanation of the contests. Theses sessions allow the 

participants to have some hands-on experience in 

certain areas and cover the topics in more detail 

- Case study   usually lecture that covers the presenter’s 

experiences in a  

particular area of archives, records and information 

management. The presenter may cover how a procedure 

or program was implemented. These sessions may be 

industry specific in nature 

ii. Session Monitors 

Session monitors are selected by the Program Chairperson and are responsible 

for the smooth conduct of the individual sessions. Prior to the start of a session 

each monitor myst pick-up any speaker handouts from the Speaker Ready Room 

and take them to designated session room. They are to collect session tickets 

and distribute handouts and evaluation forms to session participants. These 

individuals should be familiar with the functionality of any audio/visual 

equipment being used by the speaker in case of equipment malfunction during 

the presentation. They are also required to remain in the session room until 

conclusion, at which time they are to collect the evaluation forms and return 

them to the Speaker Ready Room 

iii. Session Evaluations 

Each session participant should be asked to evaluate the program. This should 

be done by completing the conference evaluation form. 

9. Registration 

The registration division has the ultimate authority for staffing the Registration Desk. 

These individuals are responsible for processing all those who have registered and walk 

in registrations. However it is imperative that the Treasurer designate a deputy if unable 

to be in attendance at all times at the registration desk to process all cash transactions 

covering registration fees and function tickets. This willl provide sound control and 

accountability for all incoming moneys and contribute to the accurate invoicing of 

accounts in arrears. 

i. Registration Hours 

The Registration Desk should be so organized that there is separate registration 

area, that is one for pre-registered attendees and a on-site registration attendees 
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The registration Desk should be staffed to cover at least one hour before and 

after the start of each day’s event. As well, if possible or feasible, the day prior 

to the start of the conference. 

ii. Registration Packages 

Registration packages which are given to each attendee, shall be assembled well 

in advance of the Conference/seminar dates. These packages should contain the 

following items, if feasible: 

- Name Tags/Badges :  Name tags/badges should indicate the full name  

and the affiliation of the registrant. 

- Function Tickets      : Function tickets should be printed for easy  

identification and clearly labeled to indicate the 

function covered. Tickets should also be stamped 

with a number for a control numbers 

- Attendees Roster : A roster of attendees should be prepared in  

alphabetical order listing the full name, affiliation 

and business adress of all registrants 

10. Sponsorship 

All supplier/vendor sponsorships will be under the direction and approval of the 

Director of Conference/Seminar 

11. Advertising 

A reliable source is through free advertising such as exchanging journals/newsletter 

with other association 

Paid advertising, if possible and/or feasible, in trade and/or business publications to 

increase awareness and knowledge of the Conference/seminar must be part of the 

marketing plan. It is to be developed placed well in advance of the Conference.seminar 

dates with the purposes of generating inquiries/requests for the Program Brochure. Paid 

advertising in the Host City is to be coordinated by the Public Relations Chairpersons 

with concerted efforts to also encourage suppliers/vendors participation in exhibiting 

their products and more. 

The soliciting of paid ads to be included in the Program Brochure and Conference 

Proceedigns manual shall also be coordinated by the Public Relations Chairperson. The 

revenues generated by such an endevaor usually offsets most, if not all, the event is 

printing costs. 



ALSA Book of Reference  
For internal use only 

 

 

 ALSA INTERNATIONAL 2013-2014 21 

 

12. Financial Administration 

The head of the OC, and President of The organization (National Chapters, or Local 

Chapters) shall authorize the provision of seed money to the organizers as and when 

deemed appropriate. This will normally consist of a relatively modest amount in 

adequate time to be used for promotional material and start-up supplies. Further 

amounts will be authorized according to contracted needs. 

All contracts shall be authorized by the Director of Conference/seminar. However he 

or she can delegate some contract authority to other Chairperson. 

All funds collected at the conference/seminar site shall be deposited in a local bank 

account established for that purpose and designated as the “Name of Association, 

Conference/seminar” account 

 A statement of revenues and of expenses shall be completed by each committee no 

later than 45 dayes after the completion of the Conference/seminar and forwarded to 

the Director of Conference/Seminar 

A full report consisting of a summary of the activiites and a detailed financial statement 

should be completed by the Director of Conference/Seminar and submitted to the 

President of the Association and made public no later than ninety (90) days after the 

close of the Conference/seminar or as required by the Constitution of the Association. 

i. Budget 

A detailed budget shall be devised under the cognizance of the President of the 

Association. Factual financial data shall be obtained from the Director of 

Conference/seminar to produce the Conference/seminar forecasted revenues 

and expenditures. 

The President of the Association shall reviewand approve the budgeted 

revenues and expenditures including seed money  

ii. Registration Fee 

Registration fees shall be established by the President of the Association in 

coordination with the Head of OC. The calculation of the fee shall be based on 

a stringent cost analysis which shall account for a reasonable excess revenue 

margin budgeted in with planned expenses if allowed under the constitution of 

the association hosting the event 

Registration fees shall be structured as follows: 

- Reduced registration fees 

for members and/or 

students 

- Advance reduced full 

registration fee 
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- Full registration  

- One day registration 

- Double sessions 

- Single session 

iii. Revenues 

A complete financial report and a cheque for the full net profits generated by 

the Conference/seminar shall be forwarded to the Preisdent of the Association 

no later than then 10 weeks subsequent to the close of the Conference/seminar. 

Included also, shall be complete report as provided by each Committee 

iv. Accounting 

The Treasurer is responsible for all accounting. All funds shall be deposited in 

a joint bank account. Such account shall be closed and reported on at the close 

of the Conference/seminar to the director of Conference/seminar.  

v. Disbursments 

All disbursements for expenditure shall be made by the Treasurer. Cheques 

shall be signed by the Treasurer and the Head of OC or their designates as set 

out in the constitution of the Association organizing the event. 

Expenditures must be budgeted. No commitments shall be made or honored 

unless authorized in the approved budget and/or approved by the Head of OC, 

as delegated 

13. Post Conference/Seminar Activities 

All accounts receivable shall be invoiced by the Treasurer within adequate and 

promptly time after the close of the conference/seminar. 

All revenue and expense statements shall be forwarded to the Director of 

Conference/seminar within adequate and promptly time after the close of the 

conference/seminar. 

Surplus proceedings shall be forwarded to the organization 

Thank you letters to speakers should be prepared, which should include a note on their 

session evaluations and the method used to achieve end results. Participants comments 

felt to be significant to the speaker is encouraged and should also be included 

The director of conference/seminar should prepare letters of appreciation for VIPs and 

certificate of appreciation for Committee for their dedicated and meaningful 

contribution to another sucessful conference/seminar.  
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Table Discussion 
1. Definition 

Known as the oldest and most favourite academic activities based on it simplicity to organize, 

and easy to be adapted. Table discussion activity is an activity which aimed to expose the 

participants of this activity to be updated, and learned current condition of legal system from 

fellow members of ALSA National Chapter, followed with presentation of various legal 

proceeding, and governments’ policy dealing with choosen topic as the theme of Table 

Discussion. Simply said it is a simulation of government discussion to overcomme certain 

issue, roughly said it is less-formal Model of United Nations. 

Departed from the topic and the issue raised by the committee, the participants should present 

the current condition of governments policy, and its impact toward the issue. The participants 

are allowed to present it in various ways, as long as it allows the presenter attract, and the 

audience able to understand the contents. Afterward, the participants, shall seek resolution 

toward issue raised, they might develop multilateral agreement with domestic implementation 

to overcome the issue, or establishing other international cooperation method in order cleaning 

up the issue raised. 

Its flexibility, and less-formal condition, situating the participants under less-tense condition, 

compared to other activities. Followed with table rotation which gives opportunity for 

participants of table discussion to present their background choosing the resolution they agreed 

in their table discussion, which let the participants competing against other table discussion, to 

attract and impress the audience, flames up the ambience of this activity.  

Be noted, that in each event, there should be more than one topic prepared by the organizing 

committee to be discussed, in table discussion. Each topic raised by the organizing committee 

shall be reserved its own table discussion.  

For instance, shall the theme of the event discussing about Refugee Law, the table discussion 

might be divided as follows: 

- Table discussion 1: Domestic Law on Refugee 

- Table discussion 2: Eradication on violence against refugee 

- Table discussion 3: Various standard on determining refugee 

- Table discussion 4: etc 

2. Structure of Table Discussion 

There are actually no set of rules, or strict procedure to organize a table discussion. However, 

usually when it comes to organize table discussion, there are several steps as follow, which 

might be required to be taken care of, since steps below might help you to have a fruitful table 

discussion while maintaining fun condition of the table discussion 
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i. Ice-Breaking 

Having an ice breaking session is an important things to do, since in this session, any 

gap and language barrier might be solved promptly. Each participant will have 

opportunity to introduce themself, and having flexible interaction among each 

participant. At this point, the Organizing Committee should find the most efficient, and 

attractive way to organize ice-breaking, which various type of game and activities of 

ice breaking can be easily found in internet. 

ii. Table Discussion 

In this core session, table coordinator is actually having primest position and role, to 

manage the tense of the debate, and to encompass the direction of the discussion in 

order to reach expected output of the table discussion. In this session, participants shall 

be given opportunity to present their work and research which shall be made in 

connection with topic and question arose by the committee, commenting, questioning 

and criticizing shall be made during this session as well. Shall the organizing committee 

might have made preparation for best participants in table discussion, within this 

session the organizing committee might make their scoring for performance of the 

participants 

iii. Conclusion of Discussion 

This session, shall be served as a time, where the discussion has ended, any debate shall 

be completed, and resolution for problems and question have been achieved. The 

conclusion is aimed to produce a resolution toward problem aroused by the organizing 

committee, it might take shape such as mutual agreement, establishing international 

organization or any other resolution that might be taken by the participants. 

iv.  Table Rotation 

It is a show time! A time where table discussion with certain topic, will try at their best 

to present, and impress, which in other way beat, other table’s performance. You can 

make a presentation, drama, simulation, video or dancing! Prepare this table rotation as 

best as you can, and earn the crowd! 

3. Preparation 

Having a good preparation to organize table discussion is everything. As the organizing 

committee of course you have to ensure your topic will be easily adopted by the participants, 

enhance their curiosity to expand horizon toward new knowledge and of course make your 

table discussion as fruitful as possible. 

i. Academic Issue 

a. Determine Goal 

As the organizing committee, of course you need to set up your goal and 

expected output after organizing table discussion. Such expectation might be 

formed as expecting participants of table discussion to understand certain issue, 

and able to further research to seek resolution toward certain problems, which 
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later on might be adopted by authorized institution in the future.  Make sure 

your goal is inline with current condition of topic choosen, picking goal also 

shall be made as cornerstone to encompass and direct the content of the event. 

Either topic and speaker for seminar, and table discussion as well.  

b. Correlation with the ALSA Academic Theme 

Be aware, ALSA International has set up ALSA Academic Theme anually. 

Make sure your table discussion has theme which still inline with the theme, to 

ensure harmonization of the topic being discussed in ALSA International 

c. Set-up Table Discussion Topic 

After you have determined goal of the event, and make sure you event’s theme 

is inline with ALSA Academic Theme, go set up you table discussion topic. 

Make sure when you set-up your table discussion topic, it has clear distinction 

from one table discussion to other table discussion. Please bear in mind as well, 

the table coordinator should also understand about the topic, and if it is possible 

such topic is giving opportunity to participant to understand different legal 

system of ALSA Member countries.  

d. Set-up Assignment for Participants 

This assignment is your way to ensure each participants have made presentation 

about their country’s position dealing with issue the Organizing Committee has 

set up, it gives opportunity for organizing committee to know stance of each 

participants toward issue which is being discussed. Fromt this assignment, the 

organizing committee shall actually have understood, how will the debate going 

on, how to maintain the discussion remain interesting for each parties in the 

table discussions 

e. Set-up important points need to be discussed 

Having important point as question set in the assignment, will help the 

Organizing committee, especially table coordinator, to keep on the track to lead 

the discussion in order to achieve expected outcome. Make sure important 

points which later on will be modified into question in assignment for 

participants are in good structure, and can help the participants to understand 

the issue being discussed 

ii. Table coordinator 

Table coordinator obviously possess important and vital role as frontline of the 

Organizing Committee. Their roles, their responsibility, their duties are the most 

important in table discussion. Therefore there might be several issues can be taken as 

consideration when selecting each table disucssion coordinator. 

a. Roles  

Table coordinator should acting as the moderator, to lead the discussion, to 

ensure the result of the discussion will achieve expected goal made by the 
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committee and able to enlighten participants in connection to the issue being 

discussed 

Table coordinator also possess responsibility as debate coordinator, ensuring 

arguments pointed out by the participants will be less-offensive and also debate 

established becomes a fruitful debates which prevent clash among participants  

Time keeping also duty delegated to table coordinator, they have to be careful 

and remain aware in the term of the time allocated for each table discussion, it 

should not be made further than what it has been programmed but it should also 

be done proportionally so the participants will not feel in rush when they are 

doing their table discussion activities 

b. Qualifications 

Understanding their vital role, indeed have a qualified table coordinator is a 

must thing to be done, points explained below are minimum qualification that 

table coordinator shall owned, shall the host has sufficient manpower. 

   Fluent in English 

There is no actually such minimum english fluency equirement to be 

table coordinator, such as minimum toelf score, and ielts. However, 

fluent here refer that the candidate able to communicate in most simple 

way within daily communication. So it could minimize 

misunderstanding between participants and table coordinator, when it 

comes to time where announcement on certain matter being made 

   Understand the issue 

As it has been mentioned above, table coordinator will be the one who 

encompass and directing the flow of debate and argument so the 

participants able to achieve expected outcome and goal set by the 

committee as result of having table discussion. 

   Dicipline and punctual 

Punctuality is a must so there will not time be wasted, schedule can be 

met, so the event organized can be held efficient. Bear in mind, if the 

table coordinator shows no punctuality and discipline, it might persuade 

the participants to do the same. 

iii. Logistic 

As one of the important issue, there shall be adequate preparation. Several points below 

might be considered by the organizing committee in order to provide sufficient logistic 

i. Venue 

Make sure you have sufficient and adequate space to held table discussion. Bear 

in mind, in such venue you will held most of your activities, ice breaking, 

discussion, debate, table rotation practice, and taking group photo, therefore 

having adequate room space is very sensitive in order to ensure the table 
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discussion might be held as expected. In several circumstances, the Organizing 

Committee might also let the participants to eat their lunch meal in same room.   

ii.  Foods and beverages 

As this matter to your participants’ life the organizing committee shall take this 

matter very seriously. Do notice if any of your participants have special dietary 

requirement due to any reason, such allergic, medical condition or religious 

requirement. Make sure you have received whole information regarding 

participants’ dietary condition prior to the event, to make your job easier do 

check ALSA Halal Guidelines to know more about muslim dietary 

requirements, which can be found through request the documents to your 

national and international board. 

iii.  Supporting equipments 

Do understand as the participants need to present their idea and founding based 

on question requested by the organizing committee, please do support their 

presentation through providing adequate equipments. Under this section also 

will be explained several goods that might need to be prepared to have proper 

table discussion 

 Whiteboard might be considered as equipment you need to have, since 

presentation session might be strongly related with presenting the flow 

of idea through write it down on whiteboard. 

 Audio visual equipment, indeed it is necessary to prepare proper audio 

visual equipment, since it is not impposible for the participants prepare 

their presentation by using video and any other media. Bear in mind 

this audio visual equipment might also be used during table rotation. 

 Countdown Sign is one of way to remind your speaker/participants/ or 

even table coordinators in relation to how long will time to perform be 

elapsed. Since punctualilty and order of performance shall be followed 

so it will not ruin up your rundown. 

4. During the Event  

Under this section will be explained how the table discussion customarily being set up and 

organize. This section only serve as your reference, shall you have other innovation to set up 

your unique and fruitful Table Discussion, then of course you can do it. 

i. Introduction 

It is important for each participant to know each other. Especially between participants 

and table coordinator so communication will be made easier. At least mention and 

introduce whats your name, and from which national chapter are you coming from will 

be sufficient. 
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ii.  Ice breaking 

Allocating special time for having a game where each of participants and committee 

will able to communicate more fluent and relax will be a good thing to do. Since if 

among participants are more easy to reflect what they think and what they want to say, 

it would be easier to speak any thought in relation with the topic of discussion 

iii.  Table discussion 

This is the main session of your table discussion, as it has been mentioned this session 

will have presentation, debating, argumenting and exchanging of ideas among 

knowledges between each participant. Following with expectation that after such of 

series of argumentation, there will be discussion to solve problem occured which able 

to be adopted and implemented. 

iv.  Conclusion of work 

In the conclusion of work, the table discussion should conclude the work, make 

summary of problem, findings and possible solution, completing the work with choosen 

solution made by participants of the table discussion 

v.  Table Rotation 

This time will be the time where participants present, and disseminate the result of their 

table discussion. 

5. Post-event 

i.  Evaluation 

For organizing committee, it is important to have evaluation session, to find out what 

should be improved, prevented and maintained, so shall the host intends to organize 

another table discussion in next year, it will be resulted with better organizing of table 

discussion.  

ii. Report 

Make a report is important, especially to any contributor of your table discussion event, 

at least your report should cover activities occurred during the event, budget expenses 

and incomes, number of participants, and result of the table discussion itself. Which 

can be submitted to your faculty, sponsors, or national board/international board. 

iii.  Publication of Work 

This publication of work section refers to publication of your activities to any social 

media that might be owned by your local/national chapter, you can upload any photos, 

videos or description of the event. It is even possible to upload the result of the 

discussion, so it can help people know what is actually the result of the discussion, that 

might foster legal/non legal scholar who is working on the issue of the table discussion  
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CLIENT CONSULTATION 
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Client Consultation Competition 
1. Definition 

The Competition simulates a law office consultation in which two law students, acting as 

lawyers (attorneys/solicitors/legal practitioners), are presented with a client matter. The 

students are given a brief written memorandum that identifies the general nature of the subject-

matter of the client’s problem (e.g., that a client wants advice about a problem arising from the 

construction of a house, that the client is facing a shoplifting charge, etc.) before the interviews 

are held. The students conduct an interview with a person playing the role of the client. Students 

are expected to elicit the relevant information from the client, explore with the client his or her 

preferred outcome, outline the nature of the problem, and present the client with a means (or 

range of alternatives, if appropriate) for resolving the problem. The interview with the client is 

then followed by a post-consultation period during which the students, in the absence of the 

client, analyze the interview and discuss the legal and other work to be undertaken.  

The students are evaluated by a panel of judges, usually composed of two lawyers and a 

counselor (e.g., social or welfare worker, psychologist, clergy, or another person with extensive 

experience in counseling). The inclusion of a non-lawyer counselor on the judging panel is 

designed to broaden the interdisciplinary perspectives of the panel both in terms of skills and 

possible solutions to a problem.  

The students are evaluated against specific criteria that emphasize the use of listening, 

questioning, planning, and analytical skills in a lawyer/client interview. Once the judges have 

completed their evaluation of the interview, the students are called back in and the judges 

provide a brief critique of the team’s handling of the consultation and post-consultation periods. 

2. History 

The Louis M. Brown Forest S. Mosten International Competition was founded in 1985. It was 

modeled on the American Bar Association’s Client Counseling Competition. The ABA Client 

Counseling Competition was conceived and developed as a legal teaching technique by the late 

Professor Louis M. Brown of the University of Southern California School of Law.  

Originally called the Mock Law Office Competition, it began on an interscholastic level in 

1969 with two schools competing. It has been held each year since then. The American Bar 

Association’s Law Student Division has administeredthe competition in the United States since 

1973. Each year, over 100 United States and Canadian schools participate in that competition.  

That competition has now spread to many other countries around the world. It has been 

subsequently renamed the Louis M. Brown Forest S. Mosten International Client Consultation 

Competition.  

The Competition is affiliated with the International Bar Association, and it collaborates closely 

with law societies and bar associations throughout the world. 
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3. Purposes 

 Promotes greater knowledge and interestamong law students in the preventative law 

and counseling functions of law practice.Deepening law students’ skill on analytic and 

research 

 It also encourages students to develop interviewing, planning, and analytical skills in 

the lawyer-client relationship in the law office.  

 It provides an opportunity for a valuable educational and cultural interchange between 

students, law teachers, and legal  

 Introducing various form of legal competition to ALSA Members 

 

4. Structure 

i. Pre-consultation 

This stage actually not considered exist in the origin competition. However this stage 

usually takes 5 minutes prior to the consultation where you will have time to set up your 

table and chairs, allocate your property, and introducing your team order to judges. 

Usually in this stage you also allow to have chit chat to give the judges your 

understanding and prior knowledge 

ii. Consultation session 

Each team must conduct a consultation with the client during which the students are 

expected to elicit the relevant information, outline the problem, and propose options for 

resolving the problem.  

Team members are entirely free to decide how they will divide their work, but both 

students must consult with the client as a team and their plan is subject to judging. The 

students may wish during their post-consultation presentation toexplain why they 

worked together in the way that they did. 

In this session also, team members should make introduction about who they are, why 

the clients should face two lawyers, issue on confidentiality and fee structure about the 

issue. It is also strongly suggested that at this stage lawyers should make client as 

comfortable as possible, since it will affect performance of the client itself, it can be 

done through greet the client nicely upon client’s presence in the office, asking how 

they find your office or even offering a glass of water. 

iii. Post-consultation session 

Each team must also conduct a meaningful post-consultation discussion between the 

attorneys after the client has left the room. During this post-consultation, the students 

may either talk to each other loudly enough to be overheard by the judges or dictate a 

file memorandum on the interview or both. The post-consultation performance may 

summarize the interview, indicate the scope of the legal work to be undertaken, and 

state the legal issues that should be researched. Explanation of the position or attitude 

taken by the students may be useful.  
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The students may also feel that documentation is appropriate. For example, they may 

want to write a letter to the client confirming their retention as attorneys, the fee 

arrangement , etc. It also may be appropriate for the students at the conclusion of this 

consultation to compose a letter to opposing counsel or to the party with whom the 

client is having legal problems. Such a document may be dictated at this time 

During the consultation and post-consultation, the team may use books, notes, and other 

materials. The team may also use office props (computers, Dictaphones, files, desktop 

furnishings, etc.). TheCompetition organizer will endeavor to provide water and facial 

tissues on the desk. 

iv. Critiques and Comment session 

Except in the final round, immediately following each team’s post-consultation 

presentation, the judges should provide the team with a critique of the team’s handling 

of the consultation and post-consultation periods. This critique should focus on the 

Assessment Criteria. The critique should last no more than ten (10) minutes. Clients 

should not be present during the post-consultation period or the critique 

After the judges have observed all teams, the judges should discuss each team’s 

performance among themselves. Judges are encouraged to consult with the client. 

Although the judges should discuss the performance of the teams, the judges should 

individually rank the teams 

5. Preparation 

i. Academic materials 

a. Set up topic 

Setting up topic shall be made in accordance with the output and expectation 

made by the committee. Further speaking, the topic shall be choosen broadly, 

and considered to be easily applicable and learned by participans, it shall not 

hinder participants to implement their domestic law toward issue they face. 

Considering jurisdiction which applied during the consultation wil be 

jurisdiction and legal system where the participants originated. It should able to 

sharpen legal knowledge possessed by participant as well, and close enough to 

real-life situation so the client will easily adapt with the problem. Bear in mind, 

the topic is expected to be inline with Academic Activities Theme of ALSA 

International.  

b.   Judges 

The Competition organizer should make every effort to have two practicing 

lawyers onthe panel who have had prior experience with, or who are familiar 

with the ideals of, the Competition. In addition, there should be one person on 

the panel with a strong background in one of the counseling professions (e.g., 

social or welfare worker, psychologist, minister, or another person with 

extensive experience of counseling). If possible, one of the two lawyers onthe 
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panel should be familiar with the area of law that is the subject of the 

Competition 

No one who judged an earlier round can act as a judge in the final round. Faculty 

advisors/team coaches may not act as judges as long as their teams have not 

been eliminated from the Competition. 

Judges should take notes as they observe each team’s performance and base 

their critiques on specific observations from their notes in light of the assesment 

criteria 

c. Assessment Criteria 

All judges will also be supplied with a copy of the consultation situation for the 

round they will be judging, a copy or summary of the International Rules, and 

a detailed confidential memorandum about the client’s background and 

concerns. Judges are instructed that the ‘Assessment Criteria and Feedback 

Form’ are to be used as guidelines in scoring the Competition. Considering the 

nature of the Competition, it would be impossible for judges to adhere strictly 

to totally objective guidelines. After the Competition has been completed, each 

team’s Assessment Criteria and Feedback Forms, along with the rankings of the 

judges for that team, will be made available to the team. 

d.  Selecting client 

The Competition organizer is responsible for selecting persons to play the role 

of the client for each of the sessions. Do note, the client should be given the 

memorandum upon the completion of the memorandum as soon as possible, so 

the client can make up their expression in front of the lawyer. Bear in mind, 

choosen client should also able to speak English fluently, to prevent barrier 

languange problem, given circumstances our beloved ALSA comprises with 14 

National Chapters with different accent and mother tongue.  

If a team from the host law school is taking part in the Competition, a law 

student from the host schoolshall not act as a client in any session in which the 

host law school team will conduct the interview. If use of such a law student is 

unavoidable, the host law school team must forfeit. 

e.  Set-up cases (annex cases) 

Usually in International Client Consultation Competition, cases referred as 

memo to the lawyers, where they only get information about what is their client 

name, and very few information about case that might be brought by client in 

front of lawyer. Depart from there, the lawyers shall dig information with their 

competence to touch hints and avoid trap which might be set up. Where the 

client should let the hint be opened upon the lawyers have touched the hints, and 

should explain it proportionally. 
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The case itself shall be prepared by the organizing committee, which shall be 

inline with the topic that has been set up, although sometimes it might be 

deviated far away, and rarely related with the topic which have been set up. 

Despite of that, the case should be able to explore and exploit legal skill owned 

by the participants. 

ii. Logistics 

a. Venue 

Make sure you have sufficient and adequate space to held the competition. Bear 

in mind, in such venue you will held most of your activities, holding interview 

session between lawyers and client, and receiving comment along with verbal 

given by the judges, therefore having adequate room space is very sensitive in 

order to ensure the competition might be held as expected.  

b.  Food and beverages 

As this matter to your participants’ life the organizing committee shall take this 

matter very seriously. Do notice if any of your participants have special dietary 

requirement due to any reason, such allergic, medical condition or religious 

requirement. Make sure you have received whole information regarding 

participants’ dietary condition prior to the event, to make your job easier do 

check ALSA Halal Guidelines to know more about Muslim dietary 

requirements, which can be found through request the documents to your 

national and international board. 

c. Important documents 

As it has been mentioned above, memorandum, assesment criteria for judge, 

scenario for the client shall be considered as very important document. In order 

to prevent miscommunication and miss information. All of those documents 

shall be prepared and printed out at least 2 days prior to the beginning of the 

event. It shall be distributed at the day of the competition started. 

d.  Awarding 

The awarding night does not need to be made so expensive and magnificent, as 

simple as announcing the winner of the competition, and it completes with 

distribution of certificate along with the feedback from the judge that will be 

sufficient. 

6. Post-event 

i. Evaluation 

For organizing committee, it is important to have evaluation session, to find out what 

should be improved, prevented and maintained, so shall the host intends to organize 

another table discussion in next year, it will be resulted with better organizing of the 

competition. 
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ii. Report 

Make a report is important, especially to any contributor of the competition event, at 

least your report should cover activities occurred during the event, budget expenses and 

incomes, number of participants, and result of the competition itself. Which can be 

submitted to your faculty, sponsors, or national board/international board. 

iii.  Publication of Work 

This publication of work section refers to publication of your activities to any social 

media that might be owned by your local/national chapter, you can upload any photos, 

videos or description of the event. It is even possible to upload the result of the 

discussion, so it can help people know what is actually the result of the discussion, that 

might foster legal/non legal scholar who is working on the issue of the competition. 

7. Preparing your team 

i. Selection 

It is actually up to you how would you select your team, you might prefer to have an 

open recruitment or contacting you local chapter/ national chapter officer to help you 

selecting team, or you can consult it. Since there is no written submission required, the 

most important skill would be communication skill, and analyizing the issue brought 

by the client itself.  

Bear in mind, when you choose your partner, make sure your partner is able to 

communicate well with you, since communication and interaction among lawyer is 

determining your scoring grade made by the judge. Make sure your partner will not 

overlap your turn when asking question, or asking something that has been asked 

previously. Make sure you have done heart to heart communication before D-day of the 

competition 

ii. Understanding the Information given 

Usually, the memo for the competitor will be made only 4 lines up to 6 lines at most. It 

contains very few information which usually ranging about the name of the client, and 

a glance about problem that they face. The case brought by the client usually very weird 

and strange, therefore make sure you have learned and familiar with the topic of the 

competition, consulting your lecture on the designated course will be good idea to 

prepare your team 

iii. What to expect 

Expect the worst! Your client might come to you very emotional condition, or coming 

together with their couple where you are supposed to have one client only at the time, 

or even your client doesnt want you act as their counsellor! Prepare for the worst case 

is the key, make sure you know how to jump over tricks and traps prepared by the 

committee to exam your competence handling over the client 
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8. Annex  

1. Sample of Assement Criteria 

This assessment form orginally used in Louis. M Brown – Forrest S Mosten International Client 

Consultation Competition. Feel free to modify it as you need 

 

Assessment Criteria and Team Feedback Form 

CRITERION 1: ESTABLISHING AN EFFECTIVE PROFESSIONAL RELATIONSHIP 

 

The lawyers should establish the beginning of an effective professional relationship and working 

atmosphere. At an appropriate point, they should orient the client to the special nature of the 

relationship (confidentiality, fees, mutual obligations and rights, duration and plan of interview, 

methods of contact, etc.) in a courteous, sensitive and professional manner.  

 

Select one of the following:  

The lawyers did not establish the beginning of 

an effective professional relationship. -2 
The lawyers established the beginning of an 

effective professional relationship. However, 

they either failed to adequately cover the issues 

pertaining to that relationship or showed some 

considerable failing in terms of courtesy, 

sensitivity and professionalism.  

-1 

The lawyers established the beginning of an 

effective professional relationship. They 

adequately covered the issues pertaining to that 

relationship and demonstrated the basic elements 

of courtesy, sensitivity and professionalism. 

0 

The lawyers established the beginning of an 

effective professional relationship. They covered 

the issues pertaining to that relationship well and 

in a courteous, sensitive and professional 

manner. 

+1 

The lawyers established the beginning of an  

effective professional relationship. They covered 

the issues pertaining to that relationship 

comprehensively and in a highly  

courteous, sensitive and professional manner 

+2 

CRITERION 2: OBTAINING INFORMATION 

 

The lawyers should elicit relevant information about the problem from the client. “Relevant 

information” may include matters that affect the client considerably but are not “legally” relevant. 

They should develop a reasonably complete and reliable description of the problem and reflect this 

understanding to the client. 

 

Select one of the following:  

The lawyers failed to elicit the relevant 

information about the problem from the client.  -2 
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They only developed an incomplete description 

of  the problem and/or failed to reflect this 

understanding to the client. 

The lawyers failed to show competence in at least 

one of the following areas: eliciting the basic 

information about the problem from the client, 

developing a basic description of the problem, or 

making some effort to reflect that understanding 

to the client. 

-1 

The lawyers elicited the basic information about 

the problem from the client. They developed a 

basic description of the problem and made some 

effort to reflect that understanding to the client. 

0 

The lawyers elicited most of the relevant 

information about the problem from the client.  

They developed a reasonably comprehensive and 

reliable description of the problem and 

competently reflected that understanding to the 

client.   

+1 

The lawyers elicited all relevant information 

about the problem from the client. They 

developed a comprehensive and reliable 

description of the problem and clearly reflected  

that understanding to the client. 

+2 

CRITERION 3: LEARNING THE CLIENT’S GOALS, EXPECTATIONS AND NEEDS 

 

The lawyers should learn the client’s goals and initial expectations and, after input from the client, 

modify or restate them as necessary, giving attention in doing so to the emotional aspects of the 

problems. 

 

Select one of the following:  

The lawyers failed to learn the client’s goals and 

initial expectations. -2 
The lawyers learned some of the client’s goals 

and initial expectations. They made few 

modifications and developments to this 

understanding and took little or no account of any 

emotional aspects of the problems.  

-1 

The lawyers obtained a general understanding of 

the client’s goals and initial expectations. They 

were able to make some modifications and 

developments to this understanding but may not 

have fully taken into account any emotional 

aspects of the problems 

0 

The lawyers obtained a good understanding of 

the client’s goals and initial expectations. They 

were able to make modifications and 

developments to this understanding taking into 

account any emotional aspects of the problems.  

+1 
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The lawyers obtained an excellent understanding 

of the client’s goals and initial expectations. They 

were able to modify and develop this 

understanding fully taking into account any 

emotional aspects of the problems.  

+2 

CRITERION 4: PROBLEM ANALYSIS 

 

The lawyers should analyse the client’s problem with creativity and from both legal and non-legal 

perspectives and should convey a clear and useful formulation of the problem to the client. 

 

Select one of the following: 

The lawyers failed to achieve a clear  

understanding of the client’s problem or did not 

attempt to analyse the problem. 
-2 

The lawyers achieved some understanding of the 

client’s problem and attempted to analyse the 

problem. However, they omitted some 

significant elements or provided an unsound 

analysis.  

-1 

The lawyers analysed  the client’s problem from 

both legal and non-legal perspectives. They 

provided some formulation of the problem 

although this formulation may have lacked in 

clarity or usefulness.  

0 

The lawyers analysed the client’s problem with 

creativity and from both legal and non-legal 

perspectives. They provided a clear and useful 

formulation of the problem.    

+1 

The lawyers analysed the client’s problem with a 

high degree of creativity and from both legal and 

non-legal perspectives. They provided a very 

clear and useful formulation of the problem 

which they conveyed with clarity to the client.  

+2 

CRITERION 5: LEGAL ANALYSIS AND GIVING ADVICE 

 

Legal analysis and the consequent legal advice given should be both accurate and appropriate to the 

situation and its context. If appropriate, the lawyers should give pertinent and relevant non-legal 

advice.  

 

Select one of the following:  

The lawyers gave no advice or the advice given 

was seriously inaccurate or inappropriate. -2 
The lawyers attempted to give legal advice, but it 

was inaccurate or inappropriate. Alternatively, 

any non-legal advice, if given, was either very 

unhelpful or irrelevant. 

-1 

The lawyers engaged in legal analysis and gave 

advice that was reasonably accurate and showed 

some awareness of the situation and its context. 
0 
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Any non-legal advice, if given, was pertinent and 

relevant. 

The lawyers engaged in good legal analysis and 

gave advice that was reasonably appropriate to 

the situation and its context. Any non-legal 

advice, if given, was pertinent and relevant. 

+1 

The lawyers engaged in excellent legal analysis 

and gave advice that was highly appropriate to 

the situation and its context. Any non-legal 

advice, if given, given was pertinent and relevant. 

+2 

CRITERION 6: DEVELOPING REASONED COURSES OF ACTION  

 

The lawyers, consistently with the analysis of the client’s problem, should develop a set of potentially 

effective and feasible options, both legal and non-legal. 

 

Select one of the following:  

The lawyers failed to develop any effective or 

feasible options. -2 
The lawyers considered an option but showed 

inadequate consideration as to its effective-ness 

or feasibility.  
-1 

The lawyers considered more than one option 

and showed some consideration as to the 

effectiveness or feasibility of the option. 
0 

The lawyers satisfactorily developed more than 

one potentially effective and feasible option of a 

legal and/or non-legal nature. 
+1 

The lawyers fully and effectively developed a set 

of potentially effective and feasible options of a 

legal and/or non-legal nature 
+2 

CRITERION 7: ASSISTING THE CLIENT TO MAKE AN INFORMED CHOICE  

 

The lawyers should develop an appropriate balance in dealing with the legal and emotional needs of 

the client. They should assist the client in his or her understanding of problems and solutions and in 

making an informed choice, taking potential legal, economic, social and psychological consequences 

into account. 

 

Select one of the following:  

The lawyers failed to deal with the client’s legal 

or emotional needs. They made little or no 

attempt to assist the client in his or her 

understanding of problems and solutions, or in  

making an informed choice.  

-2 

The lawyers made some effort to deal with the 

client’s legal or emotional needs. They made 

some effort in assisting the client in his or her 

understanding of problems and solutions or in 

making an informed choice. However, they may 

have been largely unsuccessful in this task. 

-1 
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The lawyers dealt appropriately with the client’s 

legal and emotional needs. They assisted the 

client in his or her understanding of problems and 

solutions, and in making an informed choice. 

However, they were not wholly successful in this 

task. 

0 

The lawyers dealt appropriately with the client’s 

legal and emotional needs. They effectively and 

constructively assisted the client in his or her 

understanding of problems and solutions and in 

making an informed choice. 

+1 

The lawyers dealt with the client’s legal and 

emotional needs very well. They provided 

excellent assistance to the client in his or her 

understanding of problems and solutions, and in 

making an informed choice.  

+2 

CRITERION 8: EFFECTIVELY CONCLUDING THE INTERVIEW 

 

The lawyers should conclude the interview skilfully and leave the client with:  

 a feeling of reasonable confidence and understanding;  

 appropriate reassurance; and  

 a clear sense of specific expectations and mutual obligations to follow.  

 

Select one of the following:  

The lawyers showed a lack of skills in ending the 

interview. Alternatively, the client left with little 

or no confidence and understanding, sense of 

reassurance, or sense of specific expectations and 

mutual obligations to follow.  

-2 

The lawyers showed some skills in ending the 

interview. However, the client clearly left 

without at least one of the following: a feeling of 

reasonable confidence and understanding, 

appropriate reassurance, or a clear sense of 

specific expectations and mutual obligations to 

follow.  

-1 

The lawyers showed some skills in ending the 

interview. The client left with some feeling of 

confidence and understanding, reassurance, and 

sense of expectations and obligations to follow. 

0 

The lawyers showed good skills in ending the 

interview. The client left with a feeling of 

reasonable confidence and understanding, 

appropriate reassurance, and a clear sense of 

expectations and mutual obligations to follow. 

However, the lawyers may have exhibited 

deficiency in one of these areas.  

+1 

The lawyers showed excellent skills in ending the 

interview. The client left with a feeling of +2 
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reasonable confidence and understanding, 

appropriate reassurance, and a clear sense of  

expectations and mutual obligations to follow. 

CRITERION 9: TEAMWORK 

 

The lawyers, as collaborating counsellors should work together as a team with flexibility and an 

appropriate balance of participation. 

 

Select one of the following:  

The lawyers exhibited no evidence of teamwork.  -2 
The lawyers exhibited evidence of teamwork, but 

exhibited an apparent lack understanding 

between the team members and/or demonstrated 

an imbalance in participation.  

-1 

The lawyers exhibited a satisfactory basic level 

of teamwork.  0 
The lawyers exhibited very good teamwork 

skills, but lacked the highest level of 

understanding between the team members and/or 

the ability to adapt their approach to the 

particular client.  

+1 

The team members exhibited excellent teamwork 

showing a very high level of understanding 

between them and the ability to adapt their 

approach to the particular client.  

+2 

CRITERION 10: ETHICAL AND MORAL ISSUES 

 

The lawyers should recognise, clarify and respond to any moral or ethical issues which may arise, 

without being prejudicial in judgements.  

 

Select one of the following: 

Moral or ethical issue(s) arose which the 

lawyers either did not recognise or which they 

dealt with in an inappropriate way. 
-2 

Moral or ethical issue(s) arose which the 

lawyers recognised but failed  to  

deal with adequately. 
-1 

No moral or ethical issues arose in the interview 0 
Moral or ethical issue(s) arose which the 

lawyers recognised and partially dealt with. +1 
Moral or ethical issue(s) arose which the lawyers 

recognised and fully dealt with. +2 
CRITERION 11: POST INTERVIEW REFLECTION PERIOD 

 

During the post-interview reflection, the lawyers should give evidence of: 

 recognising [recognizing] their own and the client’s emotional considerations;  

 acknowledging the strengths  and limitations of their interviewing and counselling skills;  

 handling the substantive aspects of the client’s problems (both legal and non-legal);  

 identifying the ethical or moral issues and the proper handling of them; and  
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 providing for an effective follow up.  

 

Select one of the following:  

The lawyers omitted or exhibited minimal post-

interview reflection, or the lawyers failed to 

understand the purpose of the post-interview 

reflection.  

-2 

The lawyers acknowledged some of the issues to 

be addressed, but they failed to address the issues 

with insight or with sufficient lucidity.  
-1 

The lawyers acknowledged and addressed some 

of the issues to be addressed including those of 

real significance.  
0 

The lawyers made a good exposition and analysis 

of the issues to be addressed with some minor 

omission(s) of issues or lack of comprehension 

or insight.  

+1 

The lawyers exhibited comprehensive and 

insightful exposition and analysis of all the issues 

to be addressed.   
+2 



ALSA Book of Reference  
For internal use only 

 

 

 ALSA INTERNATIONAL 2013-2014 44 

 

2. Sample of Memo to participants  
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3. Sample of Confidential information  
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NEGOTIATION 

COMPETITION 
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Negotiation Competition 

1. Definition 

Negotiation Competition for Law Students is a competition in which a team of two law students 

representing a party/client negotiates either an international transaction or the resolution of an 

international dispute with an opposing team of two law students 

2. History 

Back in 1998 two American law schools, Creighton University and Pepperdine University, 

sponsored the first annual International Negotiation Competition.  The inaugural competition 

was hosted by Pepperdine and modeled on the existing Negotiation Competition sponsored by 

the American Bar Association Law Student Division.  Following the success of the Louis M. 

Brown International Client Counseling Competition, the International Negotiation 

Competition develops negotiation skills in the context of international transactions and 

disputes. The countries represented at the inaugural competition were Australia, Canada, 

England, and the United States.  The Australian team from University of Sydney was the first 

winner of the traveling plaque presented by the Practicing Law Institute of New York City. 

Since then the competition has become truly international–with teams regularly competing 

from Australia, Canada, Denmark, England and Wales, Hong Kong, India, Indonesia, Japan, 

New Zealand, Northern Ireland, Puerto Rico, Republic of Ireland, Russia, Scotland, Singapore, 

South Korea, and the USA. 

3. Purposes 

(1) promote greater interest among law students in legal negotiation;  

(2) provide a means for law students to practice and improve their negotiating skills in 

cross-border transactions and disputes;  

(3) enable law students to meet law students and lawyers from other countries;  

(4) provide law students with a critique of their performance from experienced legal 

negotiators; and  

(5) help law students become aware of and experience the special aspects of international 

legal negotiations, including the enhanced difficulties of cross-cultural communication 

as well as the potential differences in negotiating styles, ethical limitations, social 

norms, and business practices. 

4. Structure of the competition 

i. Pre negotiation 

In two successive periods of up to five minutes each prior to the negotiation, team 

members(without the other team present) should introduce themselves to the judges and 

then the team members should address the following questions in front of the judges: 

(1) What do you see as the client’s most important goals and interests in the 

upcoming negotiation?  

(2) What negotiating style, strategy, and/or tactics do you plan to use to accomplish 

those goals in the upcoming negotiation?  
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(3) Do you see any potential ethical issues arisingin the upcoming negotiation 

and/or any other limitations on your role, including your authority? 

 

ii. Negotiation 

Each team may take one break of no more than 5 minutes during the 50-minute 

negotiation session. If a team decides to take a shorter break, they should announce the 

shorter time to the judges and the other team at the beginning of the break, and then 

both teams must return to the negotiation at the end of the specified time. Even if a team 

decides to take a break shorter than 5 minutes, each team may call no more than one 

break.  

The 50-minute period will continue to run during any such break. Both teams must 

leave the room during the break. During a break, teams may not confer or pretend to 

confer with any other person, including their “clients.” To minimize the potential for 

disruption of the competition, faculty advisersand others electing to observe the 

negotiations should not leave the room during the break—unless they are specifically 

asked by the judges to leave. If they do leave, they should avoid any contact with their 

teams. 

iii. Reflection 

Each team will have 10 minutes in which to analyze for the judges the team's 

performance in the negotiation in the presence of the judges. This reflection will take 

place without theopposing team being present. The team with the letter designation 

closest to the beginning of the alphabet goes first in odd-numbered rounds; the team 

with the letter designation closest to the end of the alphabet goes first in even-numbered 

rounds. Students will begin this 10-minute period by answering the following 

questions:  

(1) In reflecting on the entire negotiation, if youwere to be faced with a similar 

situation tomorrow, what would you do similarly andwhat would you do 

differently?  

(2) How well did your strategy work in relation to the outcome?  

(3) What potential or actual ethical issues, if any, arose during the negotiation and 

how did they affect any strategic choices that you made or avoided?  

Judges may ask questions, but teams should ordinarily be allowed to address the 

specified questions first. In addition, the team may use this period as an opportunity to 

explain why it chose a particular approach or even a specific tactic. The judges may 

take into consideration for scoring purposes anything said during this session. In other 

words, scores on any of the scoring scales may be influenced by what the team says in 

reflection 
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5. Preparation 

i. Academic materials 

a. Set up topic 

Setting up topic shall be made in accordance with the output and expectation 

made by the committee. Further speaking, the topic shall be choosen broadly, 

and considered to be easily applicable and learned by participans, it shall not 

hinder participants to implement their domestic law toward issue they face or 

international law applied. Considering jurisdiction issue rarely applicable, given 

circumstances usually the case of negotiation topic be based on contract made 

by disputed parties. However, it should able to sharpen legal knowledge 

possessed by participant as well, and close enough to real-life situation so the 

competitor will easily adapt with the problem along with possibility to 

implement it in the future. Bear in mind, the topic is expected to be inline with 

Academic Activities Theme of ALSA International.  

b.  Determine judges 

Each round (consisting of two negotiation sessions) will typically be observed 

and evaluated by a panel of three judges, at least two of them should be lawyers. 

These judges will evaluate the performance of the participants according to the 

standards and criteria provided. To the extent possible, the Competition 

Convener is responsible for selecting judges who are experienced and 

knowledgeable in negotiation skills. Any non-lawyers serving as judges must 

have negotiation experience. If necessary, a judge who has observed a team in 

an earlier round may serve on a subsequent panel observing that same team, 

although such repeat judging should be minimized to the extent possible. 

c.  Set-up cases (annex cases) 

The case itself shall be prepared by the organizing committee, which shall be 

inline with the topic that has been set up, although sometimes it might be 

deviated far away, and rarely related with the topic which have been set up. 

Despite of that, the case should be able to explore and exploit legal skill owned 

by the participants. 

 Usually in International Negotiation Competition, cases referred as memo to the 

lawyers, where they get two types of information one is general information and 

confidential information which different between two parties disputed. Depart 

from there, each lawyers shall dig information with their competence to touch 

hints and avoid trap which might be set up, so they can expose and gain hidden 

information owned by their counterpart. Where the counterpart should let the 

hint be opened upon the lawyers have touched the hints, and should explain it 

proportionally. 

d.  Scoring criteria (annex scoring sheet) 

Assessment criteria set out by its original competition comprises with complex 

and detailed criteria which allow judges to be able to observe performance 
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both of the team and give proportional grades for the competitor. Which for 

further detail can be seen in annexed scoring criteria 

ii. Logistics 

a. Venue 

Make sure you have sufficient and adequate space to held the competition. Bear 

in mind, in such venue you will held most of your activities, holding interview 

session between lawyers and client, and receiving comment along with verbal 

given by the judges, therefore having adequate room space is very sensitive in 

order to ensure the competition might be held as expected.  

b.  Food and beverages 

As this matter to your participants’ life the organizing committee shall take this 

matter very seriously. Do notice if any of your participants have special dietary 

requirement due to any reason, such allergic, medical condition or religious 

requirement. Make sure you have received whole information regarding 

participants’ dietary condition prior to the event, to make your job easier do 

check ALSA Halal Guidelines to know more about muslim dietary 

requirements, which can be found through request the documents to your 

national and international board. 

c. Important documents 

As it has been mentioned above, memorandum, assesment criteria for judge, 

scenario for the client shall be considered as very important document. In order 

to prevent miscommunication and miss information. All of those documents 

shall be prepared and printed out at least 2 days prior to the beginning of the 

event. It shall be distributed at the day of the competition started. 

d.  Awarding 

The awarding night does not need to be made so expensive and magnificent, as 

simple as announcing the winner of the competition, and it completes with 

distribution of certificate along with the feedback from the judge that will be 

sufficient. 

6. Post-event 

i. Evaluation 

For organizing committee, it is important to have evaluation session, to find out what 

should be improved, prevented and maintained, so shall the host intends to organize 

another table discussion in next year, it will be resulted with better organizing of the 

competition. 

ii. Report 

Make a report is important, especially to any contributor of the competition event, at 

least your report should cover activities occurred during the event, budget expenses and 



ALSA Book of Reference  
For internal use only 

 

 

 ALSA INTERNATIONAL 2013-2014 52 

 

incomes, number of participants, and result of the competition itself. Which can be 

submitted to your faculty, sponsors, or national board/international board. 

iii.  Publication of Work 

This publication of work section refers to publication of your activities to any social 

media that might be owned by your local/national chapter, you can upload any photos, 

videos or description of the event. It is even possible to upload the result of the 

discussion, so it can help people know what is actually the result of the discussion, that 

might foster legal/non legal scholar who is working on the issue of the competition. 

7. Preparing your team 

i. Selection 

It is actually up to you how would you select your team, you might prefer to have an 

open recruitment or contacting you local chapter/ national chapter officer to help you 

selecting team, or you can consult it. Since there is no written submission required, the 

most important skill would be english fluency, communication skill, presentation, 

negotiation, bargaining, and analyizing the issue brought by your client opposing your 

counterpart.  

Bear in mind, when you choose your partner, make sure your partner is able to 

communicate well with you, since communication and interaction among lawyer is 

determining your scoring grade made by the judge. Make sure your partner will not 

overlap your turn when asking question, or asking something that has been asked 

previously. Make sure you have done heart to heart communication before D-day of the 

competition. 

ii. Understanding the Information given 

Usually information disseminated by the committee divided into two types information, 

first one is the general information, where both of parties will receive similar 

information, that explains general condition occured between two opposing parties. 

Which the other one is confidential information, which might be useful for you to 

bargain against your opponent. Although it is sometime bit tricky since your 

confidential might bring you to unconfidence situation since it might not always take 

you on the good position. 

iii. What to expect 

Expect the worst! Your opponent confidential information might be a nuclear bomb for 

you! Their skills of communication and presentation might also overcome you! And be 

careful for emotional fluctuation, when the negotiation got stuck usually one of the 

party will spoil their performance and ruin the whole process of negotiation. If this 

happen, control your emotion, show the judge how professional you and your team 

handling situation like this, where it might bring positive impact for your score. 
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8. Annex 

i. Sample of Assesment Criteria 

This assessment sheet taken from its original competition, the International negotiation 

competition. Feel free to modify it 
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ii. Sample of general information 
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iii. Sample of Confidential Information 
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INTERNATIONAL MOOT 

COURT COMPETITION 
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International Moot Court Competition 

1. Definition 

Moot court is an educative activity designed for law student to focus on several specifics 

elements of case before a hypothetical appelate court. While moot itself refers to hypothetical 

given condition this competition are based on fictitious cases. It provides students with chance 

to practice their practical and advocacy skill through writing legal arguments, and presenting 

it through oral arguments. By moot a court competition, participants shall receive facts contain 

hypothetical case. Participants shall use the facts presented in problem, accompanied with 

additional research in order to develop arguments for one or more sides of the issue. 

2. Pre-competition organization 

Organizing a moot court competition will require many of considerations which need to be 

fulfilled. Selecting venues which is appropriate with your plan and your budget will be the 

most important to do,  since you have to adjust availibility of the venue with your competition 

date. Dont forget to establish team, to manage administrative materials, academic materials 

include problem, and supplementary materials for the judge. Speaking of judge, make sure you 

have enough time to contact reputable practitioners to grade the written submission made by 

the participants and judging oral arguments round. 

i. Picking date and venue 

It is necessary to ensure that the venue has several medium- to large-size rooms to 

accommodate the various preliminary rounds of the competition. Given consideration 

the moot court competition teams often consist of 4 participants and their coach, and it 

is not impossible that each team will likely bring spectators, it may be advisable to find 

rooms that could fit at least 20 to 30 people. Bear in mind, many organizations might 

willing to use same spaces for conferences and meetings, therefore it is strongly 

advisable for you to reserve the space far in advance. You may inquire ahead of time 

as to the number of spectators to ensure that there is enough room to accommodate all 

guests. The rooms for the preliminary rounds also should include a podium for the 

oralists to stand at during their arguments, and at least one table to serve as the judges’ 

bench. 

The dates for the competition may depend on the dates when space is available. 

therefore, advisable to make arrangements as soon as possible, at the early stages of 

arranging competition. You may need to reserve rooms from six months in advance to 

ensure that the venue has the space as you expected. Dont forget also to check for venue 

availability, you should research the dates of national holidays, religious festive days, 

or other scheduled competitions that may interfere with drawing a large pool of 

applicants.  

ii.  Selecting commitee 

Having a moot court competition cannot be the work of one person. You need a group 

of individuals to manage the distinct components based on a common goal. Although a 

competition com-mittee will generally have a leader, sometimes called the competition 
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editor, who makes the final decisions, the success of the competition truly depends on 

the leader’s ability to delegate tasks among a com-mittee of 5–7 other members. You 

should form the committee in the beginning stages of planning, so that the tasks may 

be delineated from the outset. When organizing a group to run a moot court compe-

tition, consider these potential roles within your committee. 

iii.  Competition package 

Be aware, that you need to distribute competition package which has to contain several 

components such as :  

 the statement of facts (usually known as the “problem”) where the dispute shall 

be explained;  

 rules and regulation along with specific re-quirements for written submission 

and set of deadlines for the competition which might contain deadline for 

submission, time for asking clarification, and any else;  

 supplementary materials such as exhibits, testimony, evidence, or any other 

materials which might be helpful for the students in crafting their arguments 

a. Statement of fact (Problems) 

This is the most important part of the competition package. Where the students 

will use to develop arguments for both the written submission and oral pleading 

of the competition. This part is actually a narrative story which presents the facts 

leading up to disputed occured between two competing parties. Students will 

take the role of advocating and representing one side or the other in this 

controversy, and crafting arguments to persuade the court to rule in their favor. 

The committee of a competition might choose to use facts that have been 

developed through another moot court competition, or may choose to create a 

new problem. 

Bear in mind, problem crafted should be based on a subject that is up to date, 

and appropriate for the participants. It may concern a current event—an issue 

that is presently before a court, or any other matter that is relevant and 

interesting for the students. The competition committee should  research and 

explore several possibilities before deciding on a topic that is appropriate. The 

problem should consist of two distinct issues, or legal basis for relief, both of 

which may be argued from two sides (applicant and respondent). 

Understanding of the governing law before beginning to write. This is necessary 

in order to make the facts well-balanced, so that both sides can make arguments 

that may win the day. Each side of the argument should have some facts within 

the statement of facts/compromis that support their position. There are facts 

presented within the compromis that support the arguments of each side.  

Providing a mix of good facts for each side within the fact pattern will provide 

the details necessary for two equally weighted arguments. At the end of the 

problem, the competition package should specify and set out two legal 
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questions, or issues, that the teams should use as the basis for their arguments. 

Through explicitly defining the issues, the student participants will be able to 

divide the workforce. 

b. Supplementary materials 

In addition to the statement of the facts, the competition package will also 

contain supplementary materials that the students can use when they are 

preparing for the written and oral rounds of the competition. This may include 

testimony from witnesses at the trial level, e-mails or correspondence letters 

sent between the parties, or fictitious newspaper accounts of the events. These 

kinds of materials provide more of a real-life context for the fact pattern, and 

often lead to some of the students’ most creative arguments. the supplementary 

materials should also include all of the case law, statutes, and international court 

decisions on which the students’ arguments should be based. These materials 

may be provided in hard copy, or the packet may include a list of the materials 

if they are easily accessible on the Internet or via another source. Many 

competitions find it easiest to post the materials on a competition website so 

that everyone can access them without wasting paper. 

c. The rules package 

The competition package should contain a list of all of the rules and regulation 

governing the competition. Most important, as it has been mentioned previously 

the rules package should set forth the deadlines for the various components of 

the competition (deadlines for written submissions, the dates of oral arguments, 

etc.) and outline any penalties that may exist for failing to withdraw from the 

competition in a timely manner. In addition, the rules package should be explicit 

about expectations for written submissions, which includes page limits, 

margins, and formatting rules. The rules package may also outline the point 

system for written submissions, including any penalties for failing to follow the 

formatting guidelines. Furthermore, the rules should explaining explicitly about 

what kinds of materials students are allowed to use in preparing their arguments, 

and what kind of assistance is allowed from teachers and coaches. In 

determining what kind of information is appropriate to include, it is helpful to 

consult the rules from other competitions. 

No matter how many rules are presented in the competition package, there are 

likely to be questions from the participating teams during the preparation for the 

competition gets underway. When answering questions, be sure to communicate 

your answers to all teams made in written and made publish, so everyone has 

the same information and no repetition on answering similar question. 

d. Additional information 

Given circumstances that international moot court competitions might involve 

teams who travel from great distances to participate, therefore it might be 

helpful to include ad-ditional information about traveling and lodging in the 
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competition packet. Information like the location of airports, local restaurants, 

local supermarket, local hotel information, and directions to the competition 

venue by various modes of transportation will all be useful. Oftentimes, hotels 

are willing to offer a discounted room rate for large groups. With this in mind, 

you may consider reserving a block of rooms for competitors so the competitors 

will not be having big problem on lodging. 

iv.  Competitors 

a. Whom to invite 

When dates and venue for the competition have been decided, the committee 

should begin inviting teams to compete. The committee should contact any 

school that has previously participated, or expressed interest to participate, with 

an invitation to attend. Inviting teams to compete in an international competition 

will require creative investigations. Web-based research may reveal which 

countries have national moot court programs, and contain a list of high schools 

that participate in those competitions. You also might ask other international 

moot court competition ad-ministrators for a list of the schools that usually 

participate in their competition 

b. Content of invitation 

An invitation should also contain all the information for a team in deciding 

whether they are interested—and able—to compete. Most important, the 

invitation should provide information about the date and venue of the 

competition. In addition, the invitation should provide some background 

information about the competition, which include how long it has been exist, 

what past competitions have been about, and who were participants in the 

previous competition. If this is the first year of the competition, include some 

background about the kind of issues the competition plans to address or an 

explanation of why the competition was created.  

The invitation should also provide information about deadlines and registration 

fees, which are sometimes provided on a sliding scale—that is, schools who 

sign up early get a discounted rate. The registration fee is meant to cover the 

expenses associated with hosting the competition, including the office expenses 

associated with preparing competition packets, travel expenses for judges from 

out of town, food and drink provided on the mornings of the competition, and 

any fees that may be associated with reserving space. However, bear in mind 

when you set registration fee too high, it might decrease willingness students to 

enter your competition. Make sure you set proportional and balance measure 

between money paid and substance received by participants. 

The fee should also include the amount of profit that the committee expecting 

to generate through hosting the competition. The registration deadline should 

be several weeks before the scheduled release of the competition problem, 

which will provide the time necessary to finalize and plan for the size of the 
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competition. Finally, the invitation should include a registration form for teams 

to complete with the necessary contact information, including the names of the 

team members, the address and phone number of their school, and contact 

information for their teacher/coach.  

invitations might be sent by post, and perhaps followed up with e-mail, 

depending on what contact information is available for the potential 

competitors. Many competitions also have websites that contains the 

information included in the invitation, which can serve as a quick reference 

point for potential team members. If there is such a website, all communications 

with the participants should include the URL for the competition site. Dont 

forget to follow up your invitation after it has been distributed, it can be done 

through sending email or making a phone call. 

c. Determining number of participants 

If you are planning a competition for the first time, it is better to keep the event 

small. Moot court competitions can have as few as 16 teams 16 and as many as 

100. There is no set minimum or maximum number of competition teams. 

However having 16 teams provides a good base numbers, because it provides 

that half the teams will advance to the quarterfinals. It is important to have a 

“cap” for the number of participating teams in mind, and to observe deadlines 

for both sign-ups and drop-outs.  When choosing the number of teams to solicit 

and the desired “cap,” keep in mind that it is easiest to organize a competition 

with an even number of teams, so that everyone has someone to compete against 

during each round of oral arguments.  

If you find yourself with an odd number of teams as the first round of oral 

arguments approaches, you may want to employ a “shadow team.” A shadow 

team is a team that argues one or more sides of the oral argument rounds for the 

purposes of evening out the competition teams, and providing each team with 

someone to argue against. The shadow team may consist of “understudy” 

participants from other teams, or the competition may develop an internal 

“shadow team” just in case the numbers are uneven. If you plan to use a shadow 

team from among the competing teams, it is important to give the teams notice 

beforehand that their understudies may have the opportunity to compete, though 

not for points. 

v. Judges 

Prior to the deadline for written submissions,it is necessary to  arrange asking 

practitioners and other volunteers who are willing assist during both the written and 

oral phases of the competition. Judges might consist of local practicing attorneys, as 

well as students, alumni or professor from the school hosting the competition. Local 

attorneys may be available to participate in both phases—written and oral rounds—of 

the competition. Attorneys who are farther away may only be available to grade briefs, 
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as that can be done by mail. Regardless of their location, every judge should be invited 

to participate in all aspects of the competition. 

The judges’ primary responsibility is to assess and make grade on the brief/memorials 

submitted during the written submission phase on the competition. To prepare these 

judges, the competition committee should prepare a grading rubric that outlines what 

criteria should be assessed and how points should be awarded. In addition, you will 

need judges to sit on the bench for the oral argument rounds of the competition. To 

assist them in preparation for this role, the committee should also prepare a bench 

memorandum which gives outlines of the facts, the governing case law, and provides 

sample questions to guide the judges. 

Customarily many competitions should focus on finding prestigious judges for the final 

round of the competition. Securing celebrated practitioners often acts as a draw for 

competitors to sign up for the competition. Since it migh give opportunity for 

participant to have interaction with the high reputable judge. Finding judges for the 

preliminary rounds of the competition, however, is equally important. The best judges 

are often practicing or retired attorneys who are already familiar with either the subject 

matter of the fact pattern and with the structure and purpose of moot court competition. 

a. Developing bench memorandum and grading system 

Within weeks prior to the deadline for the written submissions of the competition, 

the organizing committee should prepare a grading rubric. The grading rubric is 

very important tool to ensure every briefs submitted might be graded fairly, 

regardless of which judge scores the submission. The rubric should describe what 

criteria and qualifications the judge should consider when judges are assessing the 

worth of an individual submission.  

The organizing commitee should also prepare document known as the “bench 

memorandum,” which serves as a “cheat sheet” for any aspects of the problem. It 

should begin with an overview of the facts which govern the problem, which may 

be either copied directly from the competition package or summarized for brevity. 

The bench memorandum should also explain relevant law which will govern each 

issue (there should be two distinct issues presented within the competition packet). 

Through the governing law, the bench memorandum should then apply the law to 

the facts, outlining the best arguments to be made on both sides of each issue.  

Finally, the bench memorandum should also contain sample questions that would 

be appropriate to ask for participants each side of each issue. This list of questions 

should not be exhaustive, but rather provide some limited guidance for subject and 

appropriate questions. Although this document becomes essential when the oral 

argument rounds take place, it is strongly advisable to complete it before to the 

deadline for written submissions. Having a bench memorandum available while 

grading briefs will provide the judge with a clear idea and adequate information 

and arguments that at least should be included in the submission. You should also 
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provide the memo ahead of time to judges for the oral argument rounds so that they 

have time to familiarize themselves with the facts and law before the oralists 

present. 

1. Grading memorials 

Unless the committee decides to skip the written submission of the competition, 

the first major task of the competition committee is to begin the grading of the 

written submission. As it has been mentioned previously, the submissions may 

be graded by practitioners who have been arranged previously. The committee 

may supplement practitioner participation with additional help from law 

students and faculty member— as long as they are familiar with the facts and 

law governing the competition. Although there is not likely to be any formal 

meeting with the judges prior to grading the written submissions, it is important 

to provide them with a clear list of expectations and strategies for grading the 

submissions appropriately. The judges should also be instructed to follow the 

grading rubric which have been prepared. Moreover, they should be reminded 

to read the bench memorandum (make sure you have finished preparing for it) 

prior to grading the briefs, as it lays out the facts, law, as well as the best 

arguments that should be included. The deadline for grading should be at least 

one week prior to the start of the oral argument rounds of the competition to 

ensure that all scores are available to be combined with oral argument scores.  

Normally, written submission grades are based on a 100-point scale. Do notice 

although many judges might be available locally to pick up the briefs to be 

graded, others may be participating from a distance. It may be appropriate to 

mail the briefs to the judges who are not residing around your neighboorhood. 

Before any document leaves your office, make sure that you make a copy of the 

designated document, just in case it is being misplaced. As long as you have 

made a copy of each submission, it is unnecessary to ask the judges to return 

the entire brief. The grading sheet will suffice. Once all the scores are compiled, 

you (or another committee member assigned this task) should organize the 

scores into a spreadsheet that you can later use for combining the oral argument 

scores for a final score. As long as it contains a row for each team, and space to 

input the scores from each round, it will be sufficient. 

2. Assessing oral rounds 

The next major task of for the committee, and the judge is to sit on panels to 

judge the oral rounds of the competition. Before judging rounds of each 

competition, each judge should be provided with a folder that contains a scoring 

sheet with a rubric of areas to consider, and a bench memorandum. Finally, the 

organizing committee should also set clear expectations on how judges should 

be related to the students both either during the oral arguments and during the 

commentary itself. Sometimes, the organizing committee will request that the 

judges all arrive early on the morning of the competition, and hold an informal 
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briefing to go over these practical tips and ground rules. If the times seem not 

sufficient, the guidance may be included in a “tip sheet” in the judge’s folder. 

Below are some tips based on the unique nature of judging a moot court 

competition. 

1. Where some participants may respond well to rapid questioning by the 

judges, while other students may be intimidated, or even freeze up. Given 

circumstances the purpose of oral arguments itself is to engage in a 

dialogue, be mindful of students who are ill-prepared to relate in this way. 

Some students may read their arguments from a script, or may not respond 

well while being interrupted. it is important to challenge the students to 

answer questions and engage with the judges, this must be done with a 

gentle hand. 

2. Although constructive criticism is often helpful, try to keep delivering 

comments positive and constructive under oral argument round. Shall you 

have criticism about the competitors, try to phrase the comments generally 

rather than pointing out specific flaws in arguments.  

3. Do note, just by standing up in front of the judges is already difficult and 

impressive, emphasizing to the competitors for what they have 

accomplished, might be helpful as well to increase confidence level of 

participants. It is also important to stress out that the purpose of oral 

arguments is to engage in a dialogue, so students should  be complimented 

by being asked lots of questions. It means that the judges are engaged, and 

recognize that the competitor is well-prepared and competent. 

3. Organizing oral rounds 

i. Competition match ups 

Each team attending at the moot court competition should consist of at least two 

members where both of them are required to argue for the applicant side and arguing 

on behalf the respondent. On each side, there should be one student arguing each issue, 

most often referred to simply as “issue one” and “issue two.” Students argue in teams 

of two. During the preliminary rounds of the competition, each student should have the 

chance to argue, issue which is being discussed.  

For each round of arguments, a competing team must be matched against another 

school that is arguing the opposing side. 

In determining which teams should compete against one another in the preliminary 

rounds, it is best to try to match up the teams randomly. Bear in mind although an even 

number of teams may register for the competition, there is no guarantee that there will 

still be an even number on the first day of oral arguments. Do note teams may drop out, 

be disqualified by missing competition deadlines, or may fail to show up in time to 

register on the morning of the competition due to thousand reasons which might occur. 

If you find yourself under such circumtances as the first round of oral arguments are up 

coming, use shadow team that you have prepared previously. 
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For quarterfinal and semifinal rounds, you may want to distribute the competition pairs. 

For instance, if there are 12 teams in the quarterfinal round, you need to choose to rank 

the teams in order of preliminary round score, and pair them accordingly. The first place 

team would be up against the last place team, the second place team against the second 

to last, and so on. Although such match-ups seem appropriate for the later rounds of the 

competition, you have to ensure that teams are not facing each other for two rounds in 

a row. This ensures that students have the chance to gain knowledge and new 

perspectives from as many competitors as possible. 

Dont forget to give team identity through numbers, instead of identifying them through 

institution are they originated from, in order to preserve anomimity and independence 

of judges on giving grade 

ii. Assigning judges and other personnel  

In addition to matching up teams against one another for the competition rounds, dont 

forge to assign the clerks and judges for each round of the competition. The clerk is 

responsible for bringing the competitors to their room, explaining directions, and acting 

as time keeper. Every competition room should have three judges, one clerk, and two 

competing teams. In matching up judges under oral argument rounds, it is important to 

ensure that judges do not judge the same competitors more than once. Because there is 

a risk of prejudice in the final round if one team has seen a judge before, it is often 

advisable to invite new judges for the final round, so that they are judging everyone for 

the first time to prevent bias grading. 

The competition committee should prepare folders case ahead of time that contain all 

the necessary materials for the clerks and the judges of each round. There should be 

one folder for each of the competition rounds. For example, if there are 20 teams 

competing in the competition, there will be 10 rounds, and therefore there should be 10 

folders. On the front of the folder, list the two teams competing  as well as the names 

of the judges and clerks scheduled for that round. Inside the folder, staple 

supplementary instructions for clerking pro-cedures. The folder should also contain two 

copies of the grading rubric, which the judge will fill out for each side. Remember to 

make label on all of the grading sheets and folders with team numbers, rather than team 

names, to preserve anonymity. 

iii.  D-day preparation 

At the time you arrive at one day at the first preliminary round of the competition, and 

in the mornings preceding the subsequent rounds, there are several administrative tasks 

that the committee need to do in order to ensure that things will run smoothly on 

competition day. Here is a check-list of things to consider as the first day of competition 

approaches. 

 Make sure to confirm the availability of all the rooms that have been reserved  for 

the competition day. Dont forget to visit the rooms to estimate their capacity. 
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 Send reminders via e-mail to all the judges and others who have willing to help. 

Confirm meeting times, locations, and attire (often business casual or business is 

expected). 

 Assign each team a role, either petitioner/applicant or respondent. This will be the 

side they will argue during the first argu-ment of the day, and they will argue the 

opposite side during the second round. Ensure that there is an even number of 

petitioners/applicants and respondents for each round, or arrange shadow teams to 

fill in the empty spaces. 

 Make a call to confirm with the contact person at each competing  school. Ensure 

that they are aware of the time and location for check-in. Let them know the side 

their team will argue in the first and second rounds.  

 Assign schools to compete against each other during the morning and afternoon 

rounds. Bear in mind that teams shall not compete against teams they have already 

faced. Be aware on the number of spectators and each room’s capacity. 

 Print out enough any important documents such as grading sheets, bench 

memorandum for each judge for each round  of the competition. Arrange each set 

of judges sheets in an individual folder, which will be handed to the clerk. 

 Confirm delivery of food and beverages for the first round, if applicable. 

iv. d-day checking 

To ensure that everything goes smoothly and that rounds begin on schedule, it is 

important to make expectations clear to competitors and judges alike. Within the rules 

package, there should be some guidance about the check-in location for oral argument 

rounds, as well as a time frame for arrival.  

Competing teams should plan to register at least 20 minutes prior to the beginning of 

the first oral argument round. It may be advisable to suggest an earlier check-in time, 

as many teams often arrive after the check-in deadline. The committee may decide to 

impose consequences for teams who fail to check in on time, such as disqualification. 

If ap-plicable, these penalties should be made explicit in the rule packet. Ex-pectations 

must be similarly clear for the judges of the competition, without whom the competition 

cannot proceed, even if all the teams are present. Judges should be asked to report at 

least 10–15 minutes before the start of the round. 

In addition to clear expectations, well-organized forms and folders are vital to the 

success of a competition check-in. At the check-in desk, there should be a list of all 

competing teams as well as all the judges scheduled to judge rounds that day. As teams 

and judges register, their names should be checked off the list. Be careful this is a time 

to stress that teams will be referred to by team number only. This is also a good time to 

remind each team about the times of the scheduled rounds of the day, and also the order 

in which their students will argue (applicant first, respondent second). If teams need to 

fill out any additional registration materials, that should be done at this time. The 

committee may also choose to offer a copy of the judging rubric which contains 
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assessment criteria, so that the competitors develop an understanding on the aspects of 

their argument that the judges will be considering. 

If there are multiple rounds on a particular day, it is not necessary to have the teams 

check in again, as long as expectations are clear about what time the teams should report 

back to the meeting area. It may be necessary to complete the check-in procedures for 

the judges, however, if the judges are different for the second round 

v. Room logistics 

Make sure you have already assigned clerks in each room used for competition. Since 

clerks are having big responsibility to ensure that the rooms are set up appropriately for 

the competition rounds and time keeping function. At the front of the room, there should 

be a table to serve as the judges’ bench, with the appropriate amount of seats behind 

the table, facing the audience. There should also be a seat next to the judges’ bench for 

the clerk. Clerks do not need a table because they do no writing during the rounds, but 

rather hold up time cards. Facing the judges’ panel should be two additional tables, set 

apart, with seats for both applicant and respondent. Applicants should sit at the table 

facing the judges to the right, while the respondents occupy the table facing the judges 

to the left. Between the two tables, facing the judges table, should be a podium for the 

students to use when conducting their oral arguments, but if you choose to hold 

arbitration competition it might be not necessary. Behind the tables and the podium 

may be additional seating provided for spectators, teachers, and coaches. The clerk 

should emphasize that spectators may not interact with the competitors during the 

rounds and may not provide additional guidance or coaching once the round has 

commenced in any form. 

vi. Round procedures 

When the clerk brings the teams to the room, clerks should explain the seating 

arrangements, the order of the oral arguments, and the use of time cards before the 

judges enter to the audience ,includes competitor, in the room. The clerk should advise 

the students to be aware—but not verbally acknowledge—the timecards, stop when 

time is called, and ask for permission to continue. When the round begins, the student 

arguing the first issue for the applicant will proceed to the podium to present his or her 

arguments. Once completed, the student arguing the second issue for the applicant will 

proceed, followed by the student arguing the first and second issues for the respondent. 

The judges will then leave the courtroom to deliberate and complete the scoring rubrics, 

and will come back to deliver comments and feedback.  

Each student’s oral argument presentation must be completed with a time limit as 

specified in the rules of the competition package. With college and law school 

competitions, sometimes each student will have from 15 to 25 minutes to present their 

arguments. The clerk should keeps track of the time using a stop watch, and gives 

students periodic updates on their prog-ress as they speak. The clerk may hold up a time 

card indicating “5 minutes left,” followed by “3,”, “1,” and “TIME.” 
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vii. Scoring and reporting 

Following the oral argument round, all of the judges’ completed scor-ing sheets should 

be returned to the folder that the clerk was given at the beginning of the round. The 

clerk should then return the grading sheets to the competition committee at the check-

in desk, this is to prevent mix of the documents and maintain the grade result remain 

confidential. Once all the scores are collected for the round, an elected committee 

member, should bring all of the scores to a quiet place with no distractions. The scores 

should then be inputed into the spreadsheet containing the scores from the written 

submissions.  

For each student competitor, there should be one score from each judge. For example, 

if the panel consisted of three judges, there should be three tabulated scores for each of 

the four competitors, totalling six scores (three times two competitors) for each team. 

Scores can be tabulated in a number of ways. One straightforward approach to 

tabulating scores is to find the average of all the scores for a particular round. Shall 

there are no scores from written submissions, then the oral argument scores alone will 

determine which teams proceed to the following round. Once all the scores have been 

returned, the committee may rank the teams according to score, and determine which 

teams will advance. Some competitions allow teams to advance by side of the argument.  

in determining advancement. The scores of all four students on each team can be 

aggregated, or averaged, in accordance with the methods described above.If the 

competition contained a written advocacy component (brief or memorial), then the 

scores from the written submission are considered along with the oral advocacy scores 

in determining who advances to the next round. The committee member responsible for 

recording the scores should consult the previously prepared brief/memorial 

spreadsheet. Team advancement may be 50 percent based on written submissions, and 

50 percent based on oral advocacy scores, or some other breakdown described within 

the rules of the competition packet. 

  The eight teams with the highest combined scores should continue to the quarterfinal 

round of the competition. Although the two preliminary rounds will likely be held on 

the same day, the quarterfinal, semifinal, and final rounds might be conducted on next 

days to give the teams additional time to prepare. In order to report advancing teams it 

can be done through making notification under specified time. The committee could 

then call the advancing teams after the scores are tabulated, without having to field 

phone calls from all of the hopeful competitors. Even with this method, however, teams 

that did not advance will often call with questions or inquiries about their scores. The 

competition committee should be released to the competing teams 

4. Getting ready for a moot court competition 

i. Selecting team 

One of the most method to select your team will be to use tryouts to choose the members 

of the competition team. One way to do this is to find a short problem and ask students 

to prepare a brief opening statement on behalf of one of the sides. Selection committee 
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can prepare a tryout packet including basic directions on oral advocacy, the problem to 

be addressed, and a list of aspects of oral advocacy to include in their statement (i.e., 

an opening and closing statement, three strong arguments, etc.) dont forget to assign 

roles once the problem is released. 

After you have finished selecting your team, you should start analyzing the competition 

package, it can be started throguh analyzing the rules of the competition, the rules set 

forth and explain important dates for the competition—the date by which a team must 

with-draw, the date that written submissions are due, and the dates of the oral 

arguments. Knowing these dates helps you plan your preparation time. The rules also 

include the size of the team permitted and any restrictions on who may coach the team. 

It is also let you know whether you are provided with any sources or not, and what kind 

of assistance allowed to be received by the competitor. 

The statement of facts, or the compromis, is the source of all information about the facts 

of the case, so you must analyze it closely and very careful, dont even miss any single 

comma! This document contains both the facts that support your position and the facts 

that ndercut or challenge your position. Read every sentence carefully to assess the 

information and determine how you can best use the facts to make a convincing 

argument. In international moot court competitions, the compromis is a negotiated 

statement whereby the parties submit themselves to the jurisdiction of the court. Every 

statement of the compromis has been agreed on by both parties. Bear in mind You 

cannot argue or dismiss the facts that are unfavorable to your position. You also cannot 

“invent” facts that seem to be missing from the statement. Instead, you should analyze 

all the facts and interpret them in a manner favorable to your argument. 

When reviewing the problem, you must look for ambiguous or miss-ing information. 

In moot court some facts are left intentionally ambiguous to provide both sides of the 

argument with a reasonable interpretation that supports their case. If facts are 

ambiguous, try to interpret them in the way most favorable to your client. You also 

must anticipate how your opponent may interpret them and be ready with a 

counterargument as to why their interpretation is not as reasonable as yours. If you think 

a fact is unintentionally ambiguous, you may contact the administrator of the 

competition so that it can be clarified for all the participants. There will also some facts 

missing from the fact pattern, including details that would actually helpful for 

understanding the events or the motivation of the actors. Do not invent facts to help 

your case in any way. The judges will be familiar with the facts of the case. The misuse, 

or invention, of facts in your written or oral arguments will affect your credibility with 

the court, and might make you lose points. 

ii. Research strategies 

International law research is different because it requires you to uti-lize a variety of 

sources that are not centrally located. Some sources can be found on the Internet, others 

in encyclopedias, reports, or digests. If your competition has a “closed universe,” all of 

these research sources will be provided within the competition packet. If the 
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competition has an “open universe,” the competition committee will likely provide 

some guidance on what kinds of sources you should consult, and where to find them. 

The following section explains some of the basics of, and provides some basic sources 

for, international law research. 

iii. Assigning Research Tasks 

When it is the time to write a brief/memorial, the first task is to determine what kinds 

of information and sources are necessary to craft it. This is best accomplished through 

a careful reading of the statement of the facts, issues presented in the competition packet 

and supplemental material. You should assign some major, general sources on the topic 

for the entire team to read to familiar-ize themselves with the area of law. It is often 

convenient to organize all of the information you gather into a “source book”—a binder 

of all the materials that you find relevant to the research issue. 

Many teams find it helpful to use binders, where they can hole punch all of their sources 

and keep them in one place. Student competitors are encouraged to “read with a pen” 

in hand, and highlight the parts of each case, article, or treaty that they think is relevant. 

Team members are also be encouraged to share their findings with the students work-

ing on the other issue, as this helps prevent duplicating work. 

a. Source of law 

The relevant sources of law shall depend on the topic of the competition itself, 

It is often would be the most easy way to begin with the major sources of 

international law, which provide a basis for how the various courts function, as 

well as an overview of the major issues in international law. below are several 

examples of major sources that might be used as a starting point: 

1. Statute of International Justice, http://www.icj-cij.org/docu-

ments/index.php?p1=4&p2=2&p3=0 

2. The United Nations Charter, http://www.un.org/aboutun/charter  

3. The Universal Declaration of Human Rights, 

http://www.un.org/Overview/rights.html 

In addition to these basic sources, the next step is to consult sources recognized 

in international law which can be referred in Article 38(1) of the Statute of the 

Inter-national Court of Justice provides five basic categories of legal sources 

that serve as the bases of legal judgments. Such as 

1. International Treaty 

2. International Customary Law 

3. General principle of international law (Ius cogens) 

4. Court decision 

5. Teachings of highly qualified legal publicists of various nations 

  Websites and other resources 
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Some sources which might be useful in crafting your convincing argument other 

than source that has been mentioned will likely include: 

 Encyclopedias that present basic definitions of international law topics. For 

example, Parry, Clive and John P. Grant (eds.), Encyclope-dia Dictionary 

of International Law(1986). 

 General  textbooks on international law that provide an overview of 

specific topics, and may point to other helpful sources. For exam-ple, Martin 

Dixon,Textbook on International Law, 4th ed. (2000). 

 International Law Reports and other digests that organize cases by court on 

specific subjects of international law. For example, “Judgements, Orders, 

and Advisory Opinions, 1930–1940. Series A/B.” 

iv. Organizing your research 

Organizing research deemed necessary, given circumstances every principle, law, or 

case within the source book can be divided into four basic categories:  

(1) sources that are irrelevant to your issue,  

(2) neutral sources that provide ba-sic background bout laws and standards,  

(3) sources that support your position with similar facts or favorable interpretation of 

the law, and  

(4) sources that challenge your position with rulings, law, and facts that weaken your 

arguments.  

It is important to identify which sources apply to which issues early on in the research 

process so that you do not waste time reviewing documents that have no relation and 

weakening your arguments. 

a. Netral sources  

Among the sources of law relevant to your issue, you might have several neutral 

sources which explains standards of law you are using without strengthening or 

weakening either side of the issue 

b.  Argument strengthening sources 

This is the most valuable sources in your source book which comprises of cases, 

opinions, and standards that support your position and reinforce your 

arguments. It might also be helpful to find a treaty that spells out the factors to 

be considered in the balancing test. Using the treaty as a basis, you can then 

look for cases which have interpreted treaty in favorable way to your position. 

If you find such a case that reaches the result you want, you should focus on the 

similaritiesin the facts between the favorable case and the case you are now 

arguing. You should focus on the judges’ reasoning for applying the rule, and 

any policy arguments they used to support their ruling. Determine how the same 

logic could be applied to your facts to reach the same result. 
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c. Challenging sources 

Moot court problems are specifically written to have no clear answer. The 

committee of the competition will present an argument which posses many 

strengths and weaknesses on both sides. Therefore it is important to identify 

strongest materials that your opponents might use in crafting their arguments. 

Just like you who should focus on the similarities between the present case and 

others that reach a favorable result, you must also find differences between the 

cases that reach the opposite. 

5. Getting ready for memorial 

i. Structure 
A memorial customarily follows specific format that is unique to international moot 

court. Most components are —preliminaries, statement of facts, questions presented, 

pleadings, and pray for relief—however the components may vary from competition 

to competition 

a. Preliminaries 

The memorial should begin with the preliminaries, which include the cover 

page, the table of contents, and the index of authorities. The cover, or title page, 

ordinarily consists of the name of the court to which the memorial is addressed 

(this should be made clear within your competition packet) as well as the parties 

at issue in the case and your team number. Do not to write your team name on 

the cover, because briefs are graded anonymously. Take a look at the rules of 

the competition package carefully since it might contain additional instructions 

about formatting the title page. 

The table of contentsshould include all of the headings and sub-headings that 

appear throughout your memorial, with references to the pages on which the 

headings appear. Be sure that this component is neat, organized, and accurate, 

for it is the first impression that the reader gets of the substance of your 

argument. Because the wording of the headings and subheadings will likely 

change as you revise your memorial, you should leave construction of the table 

of contents for last, so that it reflects your final draft. 

The final component of the preliminaries is an indexof all of your authorities. 

the competition packet. The keys to developing a successful index are accuracy 

and organization. Most important, make sure that every source is cited in the 

proper form, which should be specified in the rules packet. Update your index 

as you rework your memorial and dont forget to double check the index against 

every source referenced in the final draft before the memorial is submitted 

b.  Statement of facts 

The next major section of your memorial should be the statement of the facts. 

At first glance, this section seems simple, because you might assume that you 

simply have to summarize or paraphrase the facts in the compromis of the 
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problem packet. But, remember, the statement offers you your first opportunity 

to persuade the reader. When developing this section, concentrate on portraying 

each fact with the most positive slant possible to support your client’s position. 

Avoid contorting the facts severely or inventing new supportive facts, as both 

of these will compromise the credibility of the memorial and result in a lower 

score to you. Similarly, although you may be tempted to ignore the most 

difficult or harmful facts to your position, doing so will also damage your 

credibility. It is best to acknowledge the unfavorable facts, and attempt to find 

a way to minimize or put a positive spin on them. Any fact that is referenced in 

the body of your argument should appear in your statement of the facts. By 

concentrating on the details that support the advocate’s position, however, they 

persuade the reader to believe their side of the story instead of their adversary’s. 

Hence, the statement of facts can become a subtle, but important, persuasive 

tool within the memorial 

c.  Submissions 

submissions in the international law context, are the next section in the 

memorial. This is the first place in the memorial where the reader is presented 

with the specific issues that will be addressed in the pleadings. Typically, moot 

court competitions involve two issues. These issues represent the two questions 

before the court, the two areas of law that the court will consider when making 

its determination. These two issues will be spelled out explicitly in the 

competition package. You should take the issues and transform them into 

question form as explained below. There should be one question presented for 

each issue. Each question should be short and precise, and begin with the word 

“whether.” 

d. Pleadings 

The main body of the memorial is called the pleadings. It is in this section that 

you develop all of the arguments for your position and persuade the reader to 

rule in your favor. An effective pleadings section should convince the reader 

that your interpretation of the facts is correct, your sources of law are persuasive, 

and your arguments are stronger than your adversary’s. While the content of 

your pleadings section is most important, structural elements will make the 

section easier to read and make your arguments clearer, and therefore more 

convincing. Briefs commonly use roman numerals (I, II, III, etc.) for each issue, 

capital letters (A, B, C, etc.) for the main topic sentences for arguments within 

each issue, and numbers (1, 2, 3, etc.) for the subparts within each main 

argument. No matter what system your team chooses, however, it is most 

important to be consistent throughout the entire body of the pleadings section. 

Equally important as the structure of the entire pleading is the structure of the 

paragraphs within the pleading. Each paragraph should be devoted to a single 

legal argument that is founded on some source of law and applied to the facts 

of the case to reach a conclusion.  
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The system to deliver your pleading which also traditionally used to organize these 

elements is called the IRAC—issue, rule, analysis, conclusion—formula. While the final 

version of an IRAC paragraph should read like a narrative, the numbers and labels are 

included in the examples so you can identify the components easily.  

1. Issue —The issue frames what the paragraph will be about, much like a topic 

sentence in research paper. This sentence should also state the conclusion that 

will be reached by the end of the par-graph. 

2. Rule —The rule is the legal standard that you want the court to apply in this case. 

Rules might be based on a variety of sources of international law (case law, 

treaties, the general practices of several nations, etc.). It is important to state a 

rule in a straightforward and concise manner. Also, include the citation of your 

source so that the reader knows from where the rule came.  

3. Analysis —The analysis part of the paragraph can be anywhere from 3–5 

sentences. It involves taking the rule you developed and applying it to the facts 

of the case. It is an explanation of why the rule should result in a favorable verdict 

for your position. 

4. Conclusion —This conclusion tells the reader the result that your want to achieve 

based on the rule and analysis. This sentence should mirror the wording of the 

issue sentence that begins the paragraph.   

e. Pray for relief 

At the end of the pleadings section, the memorial should include a pray for relief 

that summarizes the team’s position and asks that the court rule in their favor. 

5. Getting ready for oral arguments 

a. Roles 

During the rounds of oral arguments, the two applicants present first (submission 

one and then submission two), followed by the two re-spondents arguments. You 

should follow this order during practice sessions. Because applicants argue first, 

they present the arguments they have prepared. Conversely, respondents have the 

opportunity to listen to their opponents' arguments and hear the judge's questions 

and concerns before they begin to present their arguments. If the respondents are 

listening closely, they may use their oral arguments to correct mis-takes made by 

the applicant, respond to some of the applicant’s arguments, or refer to the questions 

asked by the judges to bolster their own arguments. Incorporating these features into 

your respondent oral argument shows the judges that you are really listening, that 

you understand the complexities of the submission, and that your argument is 

flexible and not simply memorized. Similarly, after the respondents have completed 

their initial arguments, the applicants have the chance to comment on or correct the 

respondent’s arguments in a 1–2 minute rebuttal. Both sides should try this strategy 

in practice rounds. 

While the applicants and respondents will likely work in separate teams to prepare 

and refine their arguments, it is important for the whole competition team to practice 
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together. By listening to the opposing side’s arguments, the team can identify weak 

and strong points, and use what they learn to refine their own arguments. Also, 

because the students on the opposing side will have an intimate understanding of 

the facts and the law, they are also in the best position to assess and challenge the 

other side’s arguments. If both the applicant and respondent teams work together 

during preparations, they have the best chance of presenting two competing, but 

strong arguments on the day of the competition. 

b.  Elements of oral arguments 

Much like IRAC paragraphs within the pleadings of a memorial, the arrangement 

of a successful oral argument also follows a specific structure. First, during the 

opening statement, you have the opportunity to introduce your team, your position, 

and grab the judges’ attention. This opening may also involve a brief recitation of 

the facts. Next, you need to lay out the foundation of your main arguments and 

explain the judges how these arguments are organized. You then present your best 

arguments in the body of the argument, using the law and tying it to the facts to 

convince the judges to rule in your favor. Finally, in the closing, you sum up your 

argument, and have a chance to make one last impression on the judges 

  Opening statement 

The opening statements of the oral arguments are your opportunity to make a 

first impression on the judges. While much of the rest of the oral arguments will 

involve a back-and-forth conversation, you should memorize your opening and 

closing statements because you will likely be allowed to present these without 

interruption. When presenting the first submission of either side, begin the 

opening statement through introducing yourself, your partner, and the sub-

missions you will be arguing. 

  Brief summary of facts 

After general introductions, the first oralist, arguing the applicant submission 

one, should ask the judges if they would like a brief recitation of the facts. 

Sometimes, however, they ask for a brief summary. You should memorize this 

just in case the judges ask you for it. 

  Substance of argument 

Mostly students begin preparation for the substance of their oral arguments by 

writing out a long narrative of everything they want to say. Although this is 

initially helpful in organizing thoughts and developing a structure, the body of 

the oral argument will likely change significantly over rounds of practice. 

Because the goal of oral arguments is to have a conversation with the judges, 

do not attempt to memorize the body of your argument. Instead, practice 

refining the order and delivery, answering judges’ questions, and incorporating 

more argument and analysis into your responses. The goal of practice is to make 

you comfortable with all aspects of your argument and ready to answer any 

questions that the judges may present. 
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  Conclusion 

  Close with a sentence that you have memorized that summarizes the argument. 

6. Formality and deference 

Students who take part in moot court are afforded a wonderful opportunity to view the court 

system firsthand. Although preliminary rounds will likely be in classrooms, the final rounds of 

the competitions often take place in the same courtrooms where real trials are held. The people 

who sit on the bench and serve as volunteer judges for the competition may be real court 

officials—judges, judges’ law clerks, and other attorneys who work in private practice or for 

the government, in addition to the staff of the competition who know the competition problem 

inside and out. The people who work in the courts every day are accustomed to a certain degree 

of formality. This formality, in a way, is illustrative of the important activity and vital decisions 

that take place there. 

That formality shall be reflected in proper etiquette toward the judges. The head judge in the 

international moot court panel should be re-ferred to as “Madam President” or “Mr. President.” 

The other judges may be referred to as “Your Excellency” when addressing them directly.  

Every time you answer a question, you should begin by saying “Yes, Your Excellency . . .” or 

“No, Your Excellency . . .” before proceeding. In addition to showing proper deference, this 

also provides you with a few seconds to consider the proper response before continuing. If a 

competitor notices that time has expired, he should ask permission from the court before 

answering the question or briefly concluding. An additional way to show deference is by 

making eye contact with all of the judges. While it is important to acknowledge the judge who 

has posed the question, it is equally important to “scan the bench,” looking all of the judges in 

the eye while answering. This shows the judges that you think they are all important, and want 

to engage them all in the conversation. 

Posture is also an important component of the formality of the moot court setting. Especially 

when nervous, many competitors begin to move their feet, or sway back and forth as they speak. 

Likewise, many begin speaking with their hands, waving them wildly as they try to explain a 

point. These nervous habits can be distracting, and detract from the professionalism of an 

argument. The easiest way to avoid these habits is to keep both feet planted at a comfortable 

distance apart, and keep both hands placed on the podium. 

In addition, proper dress is important for a moot court competition. Both women and men 

should wear business suits if possible. Wearing suits is preferable because it conveys the most 

formality and professionalism. In the absence of a suit, a simple collared shirt and dark dress 

pants would be sufficient. For women, a dress shirt and a dark skirt is also appropriate. Do not 

wear jeans or any revealing clothing to a moot court competition. 

Finally, it is important to remain formal and deferential even after the judges deliver their 

decision. Once all the competitors have made their arguments, the judges will leave the room 

to deliberate—discuss the strengths and weaknesses of each competitor, and give each com-

petitor a score. The individual scores are not usually released to the competitors because they 

advance as a team (with all teammates’ scores added together). After deliberations, the judges 
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will return to the competition room to announce a winner and give feedback. Especially if the 

competition is more than one round, it is important to listen to the judges’ suggestions so that 

you can incorporate them into the next round of arguments. In addition, regardless of how the 

competition turns out, it is important to thank the judges for their time  and effort. 

7. Post-competition 

After the competition is over, either win or lose, there are many things to be celebrated. In 

addition to celebrate a job well done, this kind of “wrap up” meeting also serves as an 

opportunity to talk about the competition, make some evaluation, and archive the competition 

materials.. More important than the administrative tasks, however, is a conversation about the 

competition experience. This meeting is definitely important because it focuses your team’s 

attention away from the final score and back to the more important aspects of the moot court 

competition to gain wonderful experience. 
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8. Annex 

i. Sample Rubric for Judging Memorials 

NAME OF MOOT COURT COMPETITION 

Judge Name : Team:  

Instructions : 
 
For each criteria, assign score within the range indicated. In each category. The “poor” score is the 
lowest, while “excellent” score is the highest possible. 
 

 An excellent brief, which you think is likely among the top 10% of all the briefs in the 
competition, should be given a score be-tween 91 and 100 points. 

 A very good brief , which you think is likely among the top 25% to 10% of all briefs in the 
competition, should be given a score between 81 and 90 points. 

 A good brief, which you think is likely in the top 50% to 25% of all briefs in the competition, 
should be given a score between 71 and 80 points. 

 An adequate brief , which you think is likely to be among the top 75% to 50% of all briefs in 
the competition, should be given a score between 61 and 70 points. 

 A poor brief , which you think is likely in the bottom 25% of all the briefs in the competition, 
should be given a score between 50 and 60 points 

 
When finished, add the scores in the right-hand column to determine the total score. Additional 
comments may be included on the following page 

Criteria Scores 

1. Clarity and organization 
(Poor: 10 pts; Average: 15 pts; Excellent: 20 pts) 

 

2. Knowledge of law 
(Poor: 10 pts; Average: 15 pts; Excellent: 20 pts) 

 

3. Quality and creativity of arguments 
(Poor: 10 pts; Average: 15 pts; Excellent: 20 pts) 

 

4. Grammar and Style 
(Poor: 10 pts; Average: 15 pts; Excellent: 20 pts) 

 

5. Extent and use of research 
(Poor: 5 pts; Average: 7 pts; Excellent: 10 pts) 

 

6. Correct format and citation  
(Poor: 5 pts; Average: 7 pts; Excellent: 10 pts) 

 

TOTAL  

Comments: 
 
 
 
 
 
 
 
 

Judge’ 
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ii. Sample Rubric for Judging Memorials 

NAME OF MOOT COURT COMPETITION 

Judge Name : Team:  

Instructions : 
Points will range from four to ten, with then being the highest score, and four is the minimum. The 
overall score should arrange from 20-50 
 
Recommended point distribution 
45-50        : excellent 
35-45        : good 
Below 35  : ok 

Criteria 
Scores 

1st speaker 
(name) 

2nd speaker  
(name) 

1. Overall speaking ability  
    (4-10 points possible) 

(e.g., voice; diction (audibility and clarity); 
grammar; tone; word choice; eye contact; 
sincerity; enthusiasm; poise; respect for court; 
speed of delivery; posture; stance; gestures; 
distracting movements; effective use of notes) 

  

2. Ability to respond effectively to questions 
    (4-10 points possible) 

  

3. Knowledge of the case 
    (4-10 points possible) 

  

4. Clarity of argument 
    (4-10 points possible) 

  

5. Poise and appereance 
    (4-10 points possible) 

  

TOTAL   

Comments 

1st Speaker (name) 
 
 
 
 
 
 
 
 
 
 
 
 

2nd speaker (name) 
 
 
 

Judge’s signature :  
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iii. Sample clerking instructions 

1. Call your teams, introduce yourselves to them, and escort them to their competition 

room. 

2. When you get in the room:  

a. Make sure Applicants sit on the judges’ right & Respondents sit on the judges’ 

left (when facing the same direction as the judges themselves). 

b. Remind the competitors that they have 10 minutes each in which to argue the 

case. 

c. Ask Applicants whether they want to reserve time for rebuttal. If so, ask them 

how much. There is a two (2) minute maximum on rebuttal time. Subtract this 

time from the competitor who will be doing the rebuttal. (for example, if 

Applicant wants 1 minute of rebuttal then she will ar-gue her initial case for 9 

minutes).  

d. Tell the competitors that you will show them time cards when there are 5 

minutes left in their argument, 2 minutes left in their argument, and when time 

is up. 

e. Tell them where the bathrooms and the water fountains are located. 

3. Place the score sheets on the table in front of each judge’schair. Each judge should 

have one sheet for Applicant and one for Respondent. 

4. Ask the competitors whether they are ready to proceed and, if so, tell them you are 

going to get the judges. 

5. Go to the Judge Registration Room and hunt down the judges for your round—be sure 

to introduce yourself & smile! Escort them to the courtroom. Be sure to tell them: 

a. Whether the Applicants are reserving time for rebuttal and how much. 

b. The judges may not recognize a “best speaker” or team winner—they 

should score the competitors on the criteria listed on the score sheet. 

c. At the end of the round they should offer generalcomments to the competitors. 

d. They may not rule or comment on the merits of the case  

e. When they have completed the score sheets they should only to clerk—place 

them in the clerk folder 

6. Knock HEAVILY three times on the courtroom door, hold the door open for the 

judges, and announce as the judges walk through the door: “Please be Seated. The 

Court is now in session.” 

7. After the arguments, take the competitors into the hall while the judges deliberate. 

8. Then stay in the hall with the competitors. Keep an eye towards the judges. After the 

judges complete their deliberations, escort the competitors back into the competition 

room for the comments. 

9. After the judges complete their critique, direct the competitors to the Team Meeting 

Room, escort the judges to the Judge Registration Room, and HAND the score sheets 

in to person in charge at the Check-In Desk.  
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Debate Competition 
 

1. Introduction - Asian Parliamentary System 

As its name, this is a debating format that is widely used in Asia among university and high 

school students. There are three important points, that you might need to know when preparing 

you and your team facing debate competition 

A. The Speaking order and the timing 

First, let’s look at the teams and the speaking order. In the Asian Parliamentary debate 

format you have two teams. One team is called the Government Team and the other team 

is called the Opposition Team. Sometimes this is referred to the Affirmative and the 

Negative. The names don't really matter that much, but this is just so we understand the 

terminology.  

The Government team must support the topic and the Opposition team must oppose the 

topic. Where usually, the committee will assigned that for you, so you won’t have a choice 

any side. Each team will have 3 speakers. Three in Government and three in Opposition. 

They will speak in alternating order. So first you will have one speaker from the 

Governmenternment and then the opp and then the Government and then the Government 

and then the Opposition.  

Each speaker will speak for 7 minutes. So an entire debate will take 42 minutes for the 

whole session of the debate. But, at the end of those 42 minutes, each team gets to make 

an extra speech. Where It's a kind a summation speech, where you are comparing the teams 

and you are trying to persuade the judge why my team wins over the other team. So it's 

not really a speech where you are making new arguments. So at the end of those 6 

speeches, the Government and the Opposition teams get to make a reply speech. This 

speech is shorter. Remember the earlier speeches were 7 minutes long. This speech will 

only be 4 minutes long. By the time Government team started the debate by making the 

first speech, this time the Opposition team will start by making the first reply speech. So 

in essence, the Government team always starts the debate and they always end the debate 

by having reply speech.  

B. Topic Selection 

Every debate needs a topic! In the Asian Parliamentary format what happens is you usually 

will be given 3 topics to choose from. So you and the other team can compare and choose 

the topic which you both like to debate the best. How this is done is teams will rank the 

topics. So the Government ranks the topics 1, 2, 3 and Opposition ranks 1, 2, 3 and the 

compare the rankings. The topics which you rank 3rd, will not be debated. They will cancel 

each other off. So if the Government ranked the 1st topic 3rd, the Opposition ranked the 

2nd topic 3rd, then the 1st and 2nd topics are cancelled and you will debate the 3rd topic. 

In the situation where teams rank the same topic third but reverse the other two rankings, 

then you will have to flip a coin to decide who gets their first choice. If both teams ranked 

the same topic first then you debate that topic. 
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C. Point of Informations 

The only other thing about the Asian Parliamentary format, is called Points of Information. 

When speakers are speaking, between the first and the 6th minute of every speech, speakers 

from the other side have the Opportunity to rise up and offer a question. So you can say, 

Point of Information, "can I ask a question" "on that point" or something to that effect. The 

speaker can choose whether or not to accept this interruption. So when the Speaker"yes", 

"go ahead". You can ask a question, make a statement or a comment or say anything you 

want but it has to be short - it's about 15 second long and about 2 sentences.  

So you can get up, ask your question, say your comment, and then The Speaker has to 

respond to it. The Speaker doesn't have to accept every question. But if The Speaker does 

accept a question, then The Speaker has to respond to the question. This adds a huge 

element of interactivity to the debate. Every speaker, Government and Opposition speaker, 

have the chance to be questioned by the other team, during their speech. You can ask 

questions and POIs to the other team and not to your own team. You should take at least 

one, preferably two POIs. There are no POIs in the reply speech. Only POIs in the first 6 

speeches of the debate.  

2. Introduction - British Parliamentary System 

As its name, A British Parliamentary Debating System aims to recreate to a degree of debating 

style practised in Parliament and in august institutions such as the Oxford and Cambridge 

Unions. Again, to help you have better understanding and to have best preparation before you 

go to your debating competition, therefore there are several points that might help you prepare 

you and your team 

A. The Format  

There are many different styles of debating around the world – US Parliamentary, Australs, 

even the Dutch do it differently – but the one that concerns us here is British Parliamentary 

Debating, or BP, for short. This is the standard form used at university level and differs 

radically from the schools style to which some young debaters are used. BP debates consist 

of four teams of two speakers each, broken down as follows: 

 1st Proposition (sometimes called 1st Government) 

 1st Opposition 

 2nd Proposition (or Government) 

 2nd Opposition  

In Speakers Rotation, it begins with the first team member of 1st Proposition (“the Prime 

Minister”). He or she is followed by the opening speaker for 1st Opposition (“Leader of 

the Opposition”), who in turn is followed 1st Propositions second speaker (“the Deputy 

Prime Minister”) and so on down the table until all speeches have been completed. The 

table below explains this. 

1st Speaker Prime Minister Leader of the Opposition 2nd Speaker 

3rd Speaker Deputy Prime Minister Deputy Leader of the 

Opposition 

4th Speaker 

5th Speaker Member for Government Member for the Opposition 6th Speaker 
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7th Speaker Government Whip Opposition Whip 8th Speaker 

 

When all eight speeches have been delivered, the debate is considered at an end, and the 

judging process begins.  

In communication style, in the British Parliamentary System, the debaters are expected 

to be addressed as ‘Sir’ or ‘Madam’, the chair of the debate is often referred to as ‘Mr 

Speaker’, and debaters will often make reference to ‘members of the House’. While this 

may seem excessively formal, there is good reason. A debate is not an argument in the 

sense that most of us understand that word – it is not about shouting more loudly  or more 

forcefully than your opponent or insulting them. 

On the contrary, if you are rude, you will be warned by the Chair, and you may lose points, 

and subsequently, the debate if you continue. Respectful language is what is called for, 

and what the judges will expect to hear. It should not need to be stressed that vulgar 

language and swearing are never acceptable, but unfortunately, some people still forget. 

Debating is about making arguments in a controlled, adult fashion and any swearing is 

usually severely penalised. 

The last point regarding format and ‘rules’ is that when a speaker has the floor, that is the 

only person to whom the judges want to listen and should be listening. You may want to 

discuss issues as they arise with your partner, for example when to offer a POI and what 

to say, but you should be able to do this in such a way that the judges are not distracted. If 

you cannot speak quietly enough (and judges will not be shy about letting you know!), 

then pass small notes to each other. The House is a respectful one, and all members, 

whether speaking or not, are expected to behave in a correct and fitting manner 

B. Points of Informations 

These are an integral part of BP debating, and one of the ways in which BP differs from 

styles such as Australs. Speeches in BP tend to be of either five or seven minutes 

(depending on the competition – you will generally be told which before the tournament 

begins), and the first and last minutes of each speech are ‘protected’. This means that no 

speaker from the opposing teams may interrupt the person making their speech during this 

time. In the interim three (or five) minutes, however, POIs are positively encouraged. We 

will look at POIs in more detail later (see ‘Positions and roles’, p.7), but for now it is 

enough to say that there are ways of making POIs which are acceptable, and some which 

are clearly not. 

The simplest, and possibly the best, way of offering a POI (we will look at how to make 

the point later) is to stand and say “On a point of information” in a loud, clear voice. “On 

that point”, or more simply, “Point, Sir/Madam” are also acceptable. Whichever you 

choose, you must wait for the speaker to accept or decline your point. If you are accepted, 

make your point quickly (about 30 seconds or so). If you are declined, take your seat 

immediately. What is not acceptable is to stand and simply start speaking without being 

invited to take the floor, or to offer the point in such a way that the point is made, e.g. “On 
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the fact that violent crime is on the rise and your model only makes this worse…” (It is 

extremely difficult to give an example in the abstract, but hopefully, you get the idea.) 

You must take POIs during your speech to show that you are responding to the moment 

and not just reading a prepared text. As to how many POIs you should take, a good rule of 

thumb is at least one, and no more than two, for a five minute speech (remember, there are 

only three ‘unprotected’ minutes) and at least two, and no more than three, for a seven 

minute speech. POIs are not separate to your role, they are part of it, and not offering or 

taking one can again be enough to cost you the win in a close room. 

So what should you say? The POI should be as relevant as possible to what is being said, 

and should help your side and damage the arguments of the other. It is difficult, obviously 

to give an example in the abstract, but you could try something like “Statistics show that 

while crime is decreasing, violent crime is increasing. How does your proposal for 24-hour 

pub licences help this?” 

When should you accept the offer of a POI? When you know you are on solid ground. If 

you are unsure about the validity of one of your arguments, and all four people on the other 

side leap to their feet, it’s probably not a good idea to invite them to tell you why you are 

wrong! Wait until you’re making your strong arguments, and take a point then, if you can. 

C. Positions and roles 

This section will be broken down by speaker, outlining what the speaker’s position in a 

debate means, and what is required for ‘role fulfilment’. At the end, we will look briefly 

at the common elements of the debate – that is, things which all speakers need to do in 

order to score well. 

i. The Prime Minister 

The job of the first speaker, or Prime Minister, is to set up the debate. This may sound 

obvious, but is so often overlooked, or simply badly done, that it is worth stressing. 

What this means in the most basic terms is that the PM states what the debate is about, 

and what are the boundaries. 

The speech will need to consist of some, or all, of the following elements: definition 

of the motion (if required), the case being presented (what the problem is, why it is a 

problem, what will be done to solve it), supporting arguments as to how objectives 

will be achieved, and why achieving those objectives is a good thing.  

A case will usually require some form of mechanism, but this is not always true. It is 

acceptable for 1st Government, and the PM, to set up the debate as one of principle. 

An example of this would be a motion stating “This House Supports Positive 

Discrimination for Women in the Army”. 1st Government have the option of a 

mechanism (i.e. exactly how they would positively discriminate) but may choose to 

run the debate on the principle that positive discrimination for women in the army is 

a good thing per se, rather than introduce any specific form of discrimination. That 
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may be a weaker (or ‘soft’) case in the eyes of the judges (and may be hard for 1 st 

Government to sustain over two speeches), but it is legitimate. 

Depending on whether or not a mechanism is put forward, and how involved that 

mechanism is, the PM will usually make two or three arguments in support of his 

position, and may outline the further arguments to be made by his/her Deputy. 

ii. The Leader of the Opposition 

The Leader of the Opposition performs a role that is in essence similar to that of all 

remaining speakers in the debate, excepting the Whips on both sides. The speaker 

should point out any flaws in the mechanism chosen (if there is one), rebut the 

arguments made by the PM and make substantive arguments that support his/her 

position. 

Rebuttal is essential if you are to defeat 1st Government, but don’t get too bogged 

down in it. If the mechanism is obviously ridiculous, there is no need to spend three 

of your five minutes pointing out all that is wrong with it. If you make the ‘big’ points 

as to why the mechanism is unworkable, or will make the identified problem worse 

and not better, that is usually enough for the mechanism to fall. You can then move 

on to deal with why the supporting arguments  (the  principles underpinning the 

mechanism) are also wrong, both directly with rebuttal, and by making your own 

arguments. 

It must be mentioned here that rebuttal is not simply contradiction – what is sometimes 

called ‘the confusion of rebuttal, refutation and repudiation’. All of these are ways of 

contradicting, but with important differences. If you refute something, you deny the 

accuracy or the truth of the argument. If you repudiate something, you reject the 

validity or authority of it, reject it as unfounded or untrue, or simply refuse to 

recognize it. Neither of these is enough in a debate. When rebutting, you not only do 

one or both of the above, but in addition, you say how and why it is wrong or false, 

and provide the counter-argument that proves it. If you can do that, then the points 

made by the PM can be made to look very lightweight indeed. 

Finally comes your own substantive material. These are points that stand in their own 

right, and are not the same as rebuttal. The points should introduce new material to 

the debate, and be supportive of your position in the debate. These are the arguments 

which the Deputy PM will be expected to deal with in his/her speech. 

iii. Deputy PM & Deputy Leader of the Opposition 

These two positions may be dealt with together, as both speeches are essentially the 

same. As with the Leader of the Opposition the speeches are expected to consist of 

rebuttal of the previous speaker’s material and new substantive arguments in favour 

of, or against the motion. The Deputy PM may also need to include some 

‘reinforcement’ of the case, depending on the job done by the Leader of the 

Opposition. If the mechanism has been attacked, it will need defending, or the attack 

may stand in the eyes of the judges, but this will form part of the Deputy PM’s rebuttal. 
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In both Deputies’ speeches, though, there will need to be significant new arguments 

in support of their Leaders’, and, ideally, little left for the second half of the table. 

iv. Extension Speakers 

The Members for Government and Opposition are also known as extension speakers 

– quite simply, because their role is to extend the debate. There is a lot of confusion, 

even at university level, as to what constitutes a valid extension, and it is probably 

easier to define in terms of what it is not, rather than what it is. An extension is not 

something which extends the mechanism or definition provided by 1st Government. 

If the debate is about EU expansion into Turkey, for example, you don’t extend by 

adding Morocco, Tunisia and Algeria! If a motion stating that ‘This House Believes 

in Corporal Punishment’ is defined as parents’ right to smack their children, it is not 

legitimate to say that schoolteachers should be allowed to do it as well. You get the 

idea. 

What an extension does do may be defined as one of two things: it either provides a 

significantly deeper level of analysis of material on the table, or introduces a new 

element or direction to the debate. New examples to support existing arguments are 

again not enough. By way of an example, let us imagine that the first half of the debate 

on corporal punishment has concentrated on rights of the parents, rights of the child, 

affects on behaviour and development, and the benefits or otherwise to society. A 

legitimate extension would be to talk about when corporal punishment is used in 

general, when society does allow or condone, or even practice physical punishment 

and the  principles behind physical/non-physical punishment in general. This is known 

as widening the  debate. Similarly, but conversely, where 1st Government has set up 

a principled debate (e.g. on positive discrimination) it is entirely legitimate to ‘narrow’ 

the debate to talk about the specific effects of affirmative action, quota systems, etc. 

Neither of the above contradicts what has been said in the first half of the debate, and 

adds significant new arguments to the debate, which is precisely for what extension 

speakers should be aiming.  

v. Summaries 

The final speaker on each side (the Whip) has a very different role to all others in the 

debate (and, it must be said, sometimes to each other).  

The Government Whip begins much like the others – that is, with rebuttal. But 

following that, the speech is very different. The Whip’s job is to summarise the case 

for the proposition, and as far as possible, to ensure that the arguments made by his/her 

teammate are put to the fore. Stressing the strong points of 1st Government, whilst 

sometimes necessary, is going to convince judges of one thing – that all the good 

arguments came from 1st Government! On the other hand, don’t ignore what was said 

in the first half of the debate. If you do, then you are only summarising half the debate, 

and will be marked down accordingly. It is acceptable for the Government Whip to 

introduce new material in the form of new examples that support existing arguments, 
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but not to introduce new arguments per se. However, given the vagaries of judges, it 

is probably best to avoid anything that seems too new in the way of examples as well, 

in case these are misconstrued by the judges. 

The Opposition Whip, by contrast, must not introduce any new material whatsoever. 

The other difference is that, along with the PM, the Opposition Whip may be the only 

other speaker not required to provide rebuttal. This depends on whether new material 

is introduced by his/her counterpart. When new material has been introduced it should 

always be rebutted. If there is nothing new, however, no rebuttal should be necessary. 

The Opposition Whip, like the speaker before should then summarise the whole 

debate, focusing on why his/her side have won, and attempting to bring his/her 

partner’s arguments to the fore. The advantage of being Opposition Whip is obvious 

– as the last speaker in the debate, you have a fantastic opportunity to tell the judges 

exactly what the debate has been about, why opposition beats proposition, and why 

the strongest arguments were those made by your teammate  

D. Motions and Definitions 

Most debate competitions that use BP format prefer motions which are ‘closed’ or ‘semi-

closed’ – that is, motions which require little or no definition. They may require a 

mechanism, but that is the choice of 1st Government. What they do not need is redefining 

in terms of what is to be debated. 

An example of a ‘closed’ motion is ‘This House Believes the EU Should Begin Expansion 

Talks with the Ukraine”. It is  clear and unequivocal what is to be debated, and no 

definition is necessary, or even desirable. A ‘semi-closed’ motion would be ‘This House 

Believes the EU Should Begin Expansion Talks with North Africa’ – again it is clear what 

is to be debated, but it would be acceptable for 1 st Government to redefine North Africa 

as Morocco and Algeria but not Tunisia, for example. This is 

sometimes called a policy definition, because the redefinition of the motion is linked to the 

specific case and arguments which 1st Government wish to present. It may also be called 

a ‘mechanistic’ definition, again, because the redefinition is essential to the workability of 

the mechanism. 

E. Adjudication 

The judge has to balance the arguments he/she has heard – what were the ‘killer’ points, 

and who made them? Did the style of the PM overcome the substance of the Leader of the 

Opposition? It is very rare that debaters will be evenly matched in all areas, and the judge 

must decide what was more important in that debate. 

What a judge should never do is bring his/her own knowledge to the debate. Judges are 

not there to judge you on what wasn’t said, or on what they expect to be said, they judge 

on what has been brought to the table by you. That is not to say that, if the ‘big’ arguments 

have been missed, they cannot mention it in their feedback (e.g. “I was surprised that 

nobody mentioned X, as it is central to the debate, [but it has not affected the decision in 
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any way]…) as feedback is not just about why they made the decision they did, it is about 

helping you to become better debaters.  

So what will happen when the debate is done, and judgment has been made? For most 

debates, you will receive ‘open’ adjudication – you will be told your position in the debate, 

and reasons for it. For later rounds, semi-finals, etc., it will generally be kept secret until 

the finalists are announced. This helps to keep the suspense. In any case, once a decision 

is announced, you can then approach your judges for feedback. 

Remember, even if you disagree with the decision, listen to the reasons for it. Most judges 

have debated before, some to an exceptionally high level, and will be able to justify their 

choice of winner and loser. If you think a decision is wrong, and the ‘justification’ given 

also seems wrong, you may wish to complain to the tournament organisers – they 

won’tchange the decision, but will look carefully at that judge in the future. 

Be careful, though. If you complain about every decision where you lose or come third, 

people may start to think that the problem lies with you rather than with your judges. Bad 

judging does sometimes happen, and it can be devastating, but all debaters suffer from it, 

and all have to deal with it. It is unfortunate, but it is also the nature of debating, and how 

you cope with a bad decision, and how you respond to it in the next round, often says more 

about you as a debater than winning every round. 

3. Organizing a Debate Competition 

A. The Organizing Committee 

i. Formation and Establishment 

At the beginning, you can expect new people to join the organiz-ing committee, as 

well as those who will drop out or not show up for all committee meetings, so make 

sure to keep an updated list of contacts. Later on, this contact list will help you keep 

track of your most committed people and those who are less available, and thus enable 

you to assign the work in the most efficient manner. As you get closer to the kickoff, 

you will have to finalize a list of organizing committee members for logistical and 

financial reasons. 

ii. Leadership and the Division of Work 

The Convenor as one who direct and encompass is a big responsibility to do. 

Designating a convenor can be done in the most straightforward way: interested 

people propose their candidacy, state their willingness to dedicate more time to the 

venture and assume more responsibilities, and explain their previous debate and 

tournament experience. The organizing-committee members then cast votes to elect 

the most suitable person.  

One important thing to keep in mind is that convening an event is not about being 

bossy. It is about strong communication, arbitration, and problem-solving skills. In 

simpler terms, a good convenor is always on top of what’s going on with the event, 

inspires the team to continue work despite hardships, and panics quietly and calmly. 

In addition, the convenor has to establish the date of the event, tak-ing into account 
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what’s going on in the debate world at that time. The convenor also invites an 

experienced chief adjudication panel and a tabmaster for the tournament well in 

advance. 

The convenor, in simple structure of comittee shall be helped by The Fund-Raising 

Team which will find potential donors and partners, negotiate terms and conditions 

with them, and prepare financial reports. The Registration and PR Team is in charge 

of building the image of your event for external audiences, promoting it, and 

communicating with participants. But the most important task of this team is carrying 

out the registration process: calls for participation, preregistration, payments, and 

confirmation of participation. The Socials and Logistics (S&L) Team is the “always-

on-the-run” team: it has to find venues in the city for accommodations, dining, and 

partying. Certainly, these domains are not clear-cut and require cooperation.  

iii. Internal Communications 

It is crucial to set up clear and efficient communication channels between the members 

of your organizing committee. It is advisable to create a mailing list that includes all 

organizing-committee members. A mailing list is the most efficient way to share 

essential information, plan meetings, and get questions answered. You should also set 

up a general e-mail address following the tem-plate [nameofevent@service.com], to 

which everybody has access.  

This account can be given as contact information to your prospective donors, partners, 

and participants so that all of your tournament-related correspondence with the outside 

world is found in one place.  

The account can also be used to store various documents, such as master lists, contact 

information of the organizing committee, the budget of the event, and other details. 

Remember that if you also allow all members to send or reply to e-mails from this 

account, you should set up rules for making these processes clear for everyone, so that 

miscommunication or omissions are avoided. Always be clear about who has the 

authority and duty to respond to given e-mails 

B. Fund-Raising and Partnership 

It is very important to estimate the overall value of your event when approaching potential 

donors, sponsors, or partners. Thus, you should anticipate, appraise, and record the value 

of all budget items, not forgetting to include easily obtained in-kind donations such as 

rooms for the debate events offered by your university.. 

Bear in mind, that it is important have strong member of Fund-Raising team, with 

condition such people with some project-management or fund-raising experience, good 

negotiators, and people with easy social skills, which will definitely be in the right place. 

This team must also include a person with a basic understanding of accounting, as he or 

she will handle the budgeting process.   

i. Budgeting 
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it is extremely important that your convenor negotiates clear rules for collecting and 

spending the budget. On this note, it is necessary that you get an accurate 

understanding of taxationprocedures applicable to your future income derived from 

registration fees and financial donations. You will prefer that the institution collecting 

this money has put in place legal mech-anisms for collecting non- or reduced-taxable 

income, otherwise you might have to spend up to 30 percent of it on taxes.  

Throughout the organizing process, the volunteer you designate as the team’s 

accountant will work with two Excel files: the budget fore-cast, and the budget 

execution. In the forecast file, you will estimate all necessary costs, as well as your 

base income from registration fees. Usually, money collected from registration fees is 

enough to provide three or four meals for each participant. Everything else, meaning 

about 90 percent of your necessities, will be paid for by a donor. Therefore, you will 

use this file when negotiating with donors and you will update it each time you have 

confirmed a donation. 

There are two types of donations: direct financial(cash wired to your account or to that 

of the service provider), and in-kind(goods deliv-ered to you for immediate use). This 

distinction has to be explicitly made in your forecast file, and you should always ask 

for the exact value of the goods you receive in-kind. Consider the following exam-ple 

of a forecast file: 

TABLE 2.1 : BUDGET FORECAST 

No. Item Unit 

rate 

Quantity Sub-Total Source/ Type of support 

 Venue 1,200 15 18,000 In-kind 

 Accomodations 30x3 120 10,800 Direct financial 

 Coffee breaks 300 4 1,200  

 Website Design 1,200 1 1,200  

 Awards 100 10 1,000  

 Dinner on Friday 25 150 3,750  

 Etc.     

 Total Expense   X  

 Based Income: 

Registration 

Fees 

  Y 45,000 

 To be raised   X-Y = Z 40,000 

 Current Balance   Z – 

(donated 

items) 

-11200 

 

This way of structuring your financial needs will help you have pro-ductive fund-

raising negotiation. Interested donors will easily understand three main things: the 

over-all value of your event, your previous successful fund-raising, and how exactly 

they can contribute. Gather a few ideas about extra items you could invest in for the 
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benefit of all your participants (for example, more substantial welcome packages, 

tickets for local public transportation, T-shirts, and other goodies) in case you should 

find yourself in this happy situation. 

 

ii. Banking 

If you are serious about obtaining financial donations, you must be able to present a 

mode of payment that is appropriately secure in the eyes of your donors. If your debate 

club is a registered legal entity, you are probably entitled to an independent bank 

account for the association, and managing it should not be a problem. However, if you 

are not a legal entity you must look into other options. 

You probably wish to involve your institution in the tournament to a great degree 

anyway, especially when the campus is your desired debate venue. Therefore, you 

must strive to establish good relations between the organizing committee and the chief 

administrative bodies of your university. If they are willing to stand behind you, you 

might want to take advantage of their own financial system. Be sure to negotiate all 

appropriate terms of use with the relevant authorities (such as the bursar’s secretary, 

the financial controlling office, the bud-geting office), and put everything in writing. 

Alternatively, you can try to approach potential donors and propose that they pay for 

a given service directly. In this way, no money actually goes through your hands, but 

you still get what you need. In any case, always negotiate clear terms on how you 

spend the money and how much influence or control will be held by the entity assisting 

you. Put in place efficient communication rules that will enable you to obtain real-

time information about incoming (for example, participation fees) and outgoing (for 

example, payments to vendors) transactions made from your money 

iii. Donors and Partners 

It is important to identify and define the roles of all of the major stakeholders in the 

event so that everyone is on the same page. A donoris an organization or company 

that will offer you a donation as part of their corporate social responsibility plan, while 

a sponsor will contribute to your event for its own marketing purposes. The reason we 

point out this distinction is that you are obligated to donors and sponsors in different 

ways, and they expect different things in exchange for their contribution: donors want 

visibility, while sponsors want advertising. Sponsorships are thus considered 

marketing investments of the sponsoring party. They are duly monitored and governed 

by corporate policies, and they would somewhat limit your freedom of choice as an 

event organizer. Most certainly, you will prefer to look for donations instead. They 

enable donors to obtain various tax exemptions in the country where they operate.  

Therefore, a donation creates more space for common interest between you and the 

donor: by accepting a donation, you already benefit the donor organizations, and thus 

they are less keen to impose various conditions upon you regarding the organizing 

process. 
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The best way to finding sponsors and donors really depends on the local situation. If 

you do not have much experience in this area, you can start by asking other student 

organizations how they got funding. Ask around if anyone with experience in fund-

raising has good suggestions for what businesses might work in your case; an expert 

might know of a foundation that they could not use, but who might be perfect for you, 

or have a contact that might be of help. Make a list of organizations and companies 

that you think might or should be interested in your tournament and try to follow it. 

Finally, another group of people you will deal with are vendors—companies from 

which you will buy services (restaurants, hotels, and party places). Your goal will be 

to turn them into your partners, meaning to negotiate reduced prices and special 

conditions. What do you offer partners in exchange? The same: you will place their 

logos on your posters, web-site, and ID cards. 

 

Here is an example of a “first-contact” e-mail we sent to selected party venues in XYZ 

in order to get great offers while keeping our costs low: 

 

Subject: Cooperation Proposal for International Youth Event 

Dear Zsuzsanna, 

My name is Jane Doe and I work for the student club ‘Debate Society’ of the XYZ 

University (XYZU). I am contact-ing you at the recommendation of [be creative!]. I 

would like to propose a cooperation opportunity for an event that we have organized 

at CEU on March 2. The event will be attended by 130 international students and we 

are designing promotional mate-rials for an even larger outreach. For your easy 

reference, please find a detailed description attached. 

On that Friday, we would like to organize a welcoming party, and to offer our 

participants coupons with a fixed value, based on which they can order. Our budget 

would be limited to 800–1,000 HUF/person, but we hope that we can further negotiate 

with you, given that all the participants will be staying for more than just one drink. 

I am happy to meet and discuss the idea with you at your earliest convenience. We 

would really like to have you on board for our event since, as foreign students in 

Budapest, we often enjoy parties at [your pub] very much! 

Thank you! 

iv. Registration Fees 

In order to provide your event with a baseline fund and to ensure that participants who 

register actually show up for the tournament, it is common to require registration fees. 

Certainly, these fees are symbolic: if you charged each participant the actual amount 

of your expense per person, very few people could afford to attend.  

Therefore, the importance of fund-raising and smart spending is obvious: the more 

you raise, the smaller the registration fees, and the more popular your event becomes. 

Conversely, if your registration fee is too small, it won’t commit people to attend, and 
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in the event they have something urgent or unexpected in their schedule, they might 

not come at all even if they paid.  

So, make sure to keep fees balanced here. To avoid potential conflicts, we recommend 

that you inform your participants about conditions for nonrefundable fees. 

Registration fees have to provide every participant with decent accommodations, good 

meals, and fun socials. Deciding on the optimal fee can be difficult, because you’ll 

have to announce and collect it before you obtain most of your donations. Thus, it will 

be very important to make sure that you can issue an official invoice to each paying 

participant. This, once again, highlights the necessity of having a proper means of 

administering payments. 

C. Public Relations and Promotion 

In this section we will see how to disseminate information about your debate competitition to 

people outside, how you acquire participants, what you can do to promote the event among non-

debate audiences, and how you can attract support from institutions which might having interest.  

i. Promotion 

Debaters are busy people, so you have to start by making your event recognizable. We advise 

you to think of a logo and an event description that are uniform across the various online 

platforms you will  use for promotion. Be consistent and accurate in everything that you 

publish. Accuracy will ensure that potential participants get correct and current information 

and that your event seems reliable  and professionally organized 

 

Lately, the most easy and common ways to promote your event are 

- Logo 

- Facebook event 

- Promotional video 

- Website 

- Small poster 

- Identification 

- Accessories 

By having a nice Logo, your event/competition in this regard will be easily recognized 

and remembered. It let people to remain thinking about your event. On top of that, you 

might want to connect it with the image of your university or your city. Bear in mind, 

to create great logo ou will need to find among the organizing-committee’s friends 

and friends of friends somebody with a kind heart and graphic design skills, because 

design and PR firms charge a lot of money for this job and you most certainly want to 

avoid this expense. 

A Facebook eventwill allow you to connect quickly with your audi-ence and 

participants, as well as with your donors and partners (that is, their pages). Make sure, 

though, that you make changes in a smart way (not too many, not too often), so that 

your attendees don’t push the “turn off notifications” button. The host of your event 

will usually be your convenor, and the right to make changes should be managed 

carefully. 

It would be nice if you could shoot a short video for online promotion through 

Youtube, facebook or anything else . Again, you just need a good idea and an average 
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camera, as software for putting video files together is quite accessible. Make sure you 

upload compact, and small sized video but still able to describe your event properly, 

in order to make many people able to watch it. 

Posters are easy to design, once you have the logo. You just have to put everything 

on an A3 page, add the full name, the date, the location of your event, and the logos 

of all your supporters. It’s important to bear in mind that the dimensions of the logos 

should be different so that they correspond to the amount of the contribution: your 

main donor’s logo will be the largest, your secondary donors’ logos smaller, and your 

commercial partners’ logos the smallest. Print the poster in color and hang it in the 

appropriate locations at the big-gest universities in your city some two weeks before 

the event. It’s always a smart idea to bring posters to your partners, so that they can 

promote on your behalf as well 

You will also have to design ID cards for every participant, which they will wear 

during the event for identification purposes and in cases of emergency. Ideally, these 

cards should be two-sided, laminated for durability, and contain the following 

information: on the front side: full printed name of participant, represented university 

or city, a big event logo, and smaller logos for donors and smallest for your partners. 

On the reverse side: at least three mobile phone numbers of organizing-committee 

members from the Logistics Team, numbers for calling the police and the ambulance, 

the addresses of the. hotel and the tournament venue, and a text in the local language 

saying whom to contact in case the participant’s lost card is found or in case the 

participant needs help.  

Producing promotional accessories largely depends on your financial situation, but 

you can certainly consider some inexpensive yet nice ideas. For example, you can 

print stickers or badges to include in the welcome package. You can also order tote 

bags with the logo of your event; they are a more practical alternative to T-shirts. 

A general rule to follow regarding promotion: make sure that before producing and 

launching each of the tools above, you contact the relevant persons working for your 

main donor and your secondary donors for a formal approval. 

ii. Registration 

Registration as the most vital part on your competition, indeed requires big concern 

when you are doing your Public Relations and Promotion activities. Since, you will 

want to announce your event as asoon as you have: 

1. Establish the date when the event is taking place 

2. Confirmed the venue for debate rounds for that date 

3. Estimated a registration fee 

4. Estimated the maximum number of teams you will able to host 

It is common to start with a preregistrationphase of one to two months. This phase 

begins with announcing your tournament. continues with promoting it and, in parallel, 

with preregistering people interested in participating. That means you will collect gen-
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eral information from potential participants (full name, team name, university, 

citizenship), without requiring the payment of the reg-istration fee and without 

imposing any institution caps. You can do that by designing a simple questionnaire on 

an online survey plat-form, which sends all results to your event’s e-mail address and 

is administered by the Registration and PR Team. Preregistration will help you get an 

idea of your event’s reach and the demand for it in the debating world. This 

information enables you to decide what your tournament profile will be (regional, 

continental, international) and what institution caps you should introduce in order to 

make it balanced, yet diverse enough to be fun. 

The second phase is registration itself: preregistered participants transfer the 

registration fee, which effectively secures their place at the tournament. Usually, 

tournament organizers adopt the rule “first come, first served,” while keeping in mind 

the previously adopted institution cap (commonly, maximum 2 to 3 teams per 

university) and the maximum number of teams. These criteria will shape your final 

list of participants. The logistics of the process can be compli-cated, given that 

preregistered participants will most likely wire their fees through bank transfers, and 

thus you will have little real-time information about actual payment. To make things 

a bit easier, by announcing an institution cap at the very beginning of the prereg-

istration phase, you will avoid more teams from the same university preregistering. 

As you get closer to reaching your limit of teams, another good idea is to ask 

participants to send you an inquiry e-mail before paying, so that you can confirm that 

there are still places left and they can proceed with payment. You should handle these 

situ-ations very carefully and always give deadlines, for example, “please get back to 

us with a confirmation of payment by tomorrow at 5:00 pm.” A situation could arise 

that somebody promises you they will pay, but then something doesn’t work with their 

card, or they don’t have a card, and the person takes two days to complete the pay-

ment, during which you refused a potentially more interesting team.  

Don’t forget to require a proof of payment from all participants. This proof can be a 

scanned document or an online confirmation mes-sage from their e-banking service. 

If you control your finances by yourself, asking for flight or train tickets from 

participants can also work well as confirmation of their attendance.  

The registration phase usually lasts up to a month and it will prob-ably be a tough time 

for the Registration and PR Team. Task-sharing and communication rules are very 

important, as well as availability in terms of time and access to the Internet. Once 

registration is done, you’ll be a few months ahead of your tournament and you can 

calmly take care of promotion and fund-raising. 

D. Socials and Logistics  

i. Debate Venues 

We have already mentioned that booking the debate rooms should be the very 

first thing you accomplish. Even a smaller debate tour-nament requires at least 

half a dozen rooms of appropriate size in a convenient setting, and your campus 
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is the obvious answer to all your needs. Being able to hold the tournament at a 

university is the fundamental point of departure for our purposes. Once again, we 

must emphasize that in order to have a successful event, it helps to be on good 

terms with the administration of your university. You must check whether there 

are enough available rooms on your cho-sen dates and how the opening times of 

the university figure into your plans. As soon as you can, book university rooms 

with the rel-evant authority (usually through the campus administration office or 

the student services office). Universities may charge hefty sums for renting out 

their rooms for purposes other than official classes, and it is absolutely essential 

that you are able to waive any such fee. 

If necessary, get help from your Student Union or a helpful profes-sor to ensure 

a waiver of fees. Please consider that while ideally the university administration 

is very open and helpful toward the student body, you should never take their 

participation for granted or presume anything baselessly. Always be sure that you 

have their commitment secured, preferably in writing. 

The rules of parliamentary style debating make the spatial require-ments clear. 

One debate will involve about 10 to 12 people (the debaters, a chair judge, plus 

any wing judges), so a seminar room that can comfortably fit that many will be 

suitable for any given debate in the preliminary rounds. Make sure all rooms have 

the necessary equipment: the right number of desks and chairs, and preferably 

another desk or a lectern for the speakers. It is, of course, quite straightforward 

that the number of rooms depends on the team cap (or vice versa—the number of 

available rooms may determine the cap!). If your cap is at 40 teams, you’ll need 

10 debate rooms. You’ll need another smaller room for tabbing. In addition, a 

lecture hall large enough to accommodate everyone will be necessary for roll  

calls and announcements. In the lecture hall you will need a projec-tor. Ideally, 

all debate rooms should be as close to the main hall as possible to make it easy 

for debaters and judges to find their rooms during prep time. 

For the break rounds you may want to book rooms that can also accommodate an 

audience. Most debaters who are out of the run-ning by then will want to see the 

best debaters fight it out for the final. If your budget allows, you might want to 

choose a more prominent location for the Final—museums, churches, ballrooms 

in hotels are not uncommon locations for tournament finals. Consider that this 

venue will need to accommodate all participants, and then some. 

ii. Foods and Beverages 

The other important task of the S&L Team during the months leading up to the 

event is to secure appropriate venues for lunches, dinners, and parties. You should 

aim to obtain discounts, free drinks, and other small items by making the venues 

your partners. Thus, the S&L Team will need to cooperate closely with the Fund-

Raising Team to match price ranges with the amount of funds you raise, and to 

coor-dinate matters once you have established partners. The S&L Team also 
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needs to arrange for venues that will limit logistical challenges (that is, 

transporting participants between their accommodations, debating site, and 

venues) to ensure less strain on organizers and a well-functioning event for all. 

Always keep in mind that you are, at least indirectly, responsible for the health 

and safety of the participants, so take all necessary precautions to prevent nasty 

surprises. Remember: be prepared to bargain hard, and don’t forget to press home 

all of the advantages this event and its diverse audience can offer to any potential 

party venue 

iii. Travel 

Participants at a debate tournament are expected to take care of their own travel 

arrangements. However, since this is the first time your society will be holding 

an international tournament, and you probably have more experience in the best 

ways of traveling to and from your city and country, your S&L Team should 

prepare a guide for participants, who will appreciate such helpful information and 

courteous attention. Think about the international audiences you want to reach 

and attract to your tournament, and look up travel options, whether by plane, train, 

or bus, to your location from those regions. You will need to prepare a document 

arranged either by mode of travel (“You can reach our city by plane and by train. 

X, Y and Z budget airlines land at the nearby airport, and each has flights from 

the following cities …”) or by location (“From city A we recom-mend either a 

long-distance bus serviced by companies P and Q, or the international train 

operated by R Rail.”). If you send this information as early as preregistration, and 

publish it along with other basic information about your tournament, potential 

debaters will see how conveniently they could make it to your tournament and 

you may entice more of them to attend. If you publish such a document after 

preregistration is closed, you can specifically target the locations of the 

preregistered debaters to help them prepare for arrival. For those coming by car, 

your S&L Team should check parking options and fees in advance with the hotel 

or perhaps the university.  

You might have enough people among organizers and your debate club to help 

participants get from a transport hub, such as a train station, to the debate venues 

when they are arriving on the first day. If you do, you should tell the prospective 

participants the time inter-val in which they can expect to meet your people at the 

transport hub, for example, “for all arriving between 3:00 pm and 5:00 pm at  

the airport.” Even at a smaller tournament, with, say, 20 teams, you might already 

have about 50 people coming, and fetching all of them at their various arrival 

times to accompany them to their hotel can prove simply impossible. You might 

also decide not to meet and greet at transport hubs altogether and await arrivals 

at the hotel or at university. In that case, you should prepare detailed and clear 

instructions (including ticket information, taxi fare guidelines, and the like) on 
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how participants can reach the venues by themselves. Be ready to answer phone 

calls from people who think they might be lost or delayed 

If your various venues throughout the tournament are within walk-ing distance 

from each other, you’ve hit the jackpot. If, however, some local transport during 

the event becomes necessary, people from the Logistics Team must also be 

prepared to tackle any issues arising from that.  

The most important thing is to provide sufficient, accessible, and clear 

information to all participants. Think with the brain of a foreigner and consider 

any special difficulties or barriers that travel toward and within your city and 

country might pose to people who are unfamiliar with them. 

iv. Topography of a Tournament 

On the first day of your tournament, the Logistics Team will need to be on top of 

everything at your venues. By the time the event starts, they are practically best 

friends with the porters, the cloakroom, and technical staff. They must ensure that 

the university is open on time in the morning; many institutions have special 

opening times on weekends. They must make sure that the rooms you have 

reserved are open and ready to be used for debating, or find alternatives if 

something goes wrong. At the main lecture hall where the draws and motion 

announcements will take place, you will probably need a few microphones, a 

working computer, and projection capabilities.  

We have already spoken of the rooms where the actual debates will take place. If 

you have some A3 paper for note taking in the main lecture hall, judges will love 

you.The Tab Room is absolutely crucial. Here is where the tabmaster will prepare 

the draw for each round, and transfer the results from the ballots to the tabbing 

software. This room will need a rock-solid com-puter and a printer to prepare 

ballot papers.  

If finding debate rooms isn’t straightforward, provide all participants with a 

simplified map of the building displaying the locations of the rooms. Always 

make sure to put up signs and arrows showing the way to the various rooms. Place 

these in elevators, on staircases, and at hallway corners to guide people along.  

If you have obtained some snack and drink donations, the Logistics Team is also 

in charge of the delivery and 

placement of these items. We 

advise you to print more maps, 

timetables, and technical plans 

of your campus or venue in 

advance than you think you will 

need, so that everyone is on the 

same page and you don’t run 

out. 
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Technical plan for debate competition 

 

 

 

 

 

 

E. Adjudication and Debate 

Before we discuss how your event will go down in practice, we must return to an area that is, 

despite the importance of good venues and fun socials, undoubtedly the most crucial element 

of the tour-nament: the debate itself. The way you set up the scope, style, and various other 

aspects of your debate tournament will determine its fundamental character. And while good 

food and great hotel rooms provide much-appreciated comfort, adjudication is the chief 

benchmark that will ensure your event is memorable, valuable, and educational for all. 

i. The Chief Adjudication Panel  

part of the tournament. The CA Team, typically consisting of three, five, or seven persons 

depending on the size of your tournament, will test and set the motions for the tournament 

to ensure that you have topical, debatable, and not least of all fairmotions (fairmeaning 

that any of the four teams has an equal chance of setting up a winning case based on the 

motion). The CA Team will also super-vise the work of the other adjudicators throughout 

the tournament, make up a large part of the adjudication panel of the Finals, and provide 

overall feedback. Therefore, it is highly important for the popularity and quality of your 

event that you find a good CA Team.  

You should look at people who have had several years’ experience in expected debating 

style, have already chaired a number of tournaments, and have a reputation for being 

good judges in the debate community. Don’t worry if there aren’t many such people in 

your own debate club. You can—and we encourage you to—invite a very diverse set of 

adjudicators with a broad range  

of experience in various tournaments. Being asked to be a CA of an international 

tournament is always an honor. However, you ought to invite adjudicators well in 

advance, as soon as you have secured the dates and the debate venues. There are many 

tournaments hap-pening each weekend in all parts of the world, and adjudicators may 

have their calendars full for many months ahead. Because the CAs  

also put a lot of work into the tournament and perform a great ser-vice for you, it is 

customary to minimize or fully refund their expenses, so expect to budget for that. 

When people register for your tournament, some may apply as adjudicators as well—

judging at a tournament can be a learning experience on par with debating at one. These 

requests are very good for your tournament, because you need judges in addition to the 

CA Team to ensure that there is an adequate adjudication panel chairing every single 
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debate during the event. The CA Team may ask people who have applied as adjudicators 

to submit information on their adjudication experience or even test their judging skills 

before the tournament. The CA Team should ideally cooperate very closely with the 

convenor on all relevant issues 

ii. Debate 

A great part of that cooperation must also include settling all of the details about the 

debate format and criteria. You will set a number of criteria, which will position your 

tournament on the map of debate events. These criteria and what you ought to consider 

when deciding on them are discussed below 

 Team Caps 

Team caps are the most important criterion in terms of scope and budgeting. You 

must decide how much you are likely to be able to raise and spend on the event, how 

many people your debate ven-ues and prospective accommodations can comfortably 

hold, and what magnitude of crowds your organizing committee is prepared to 

handle. Local international tournaments can have anywhere from 12 to 100 teams, 

so consider well, then pick a number that is divisible by four. This result will be 

your team cap. Additionally, to encourage variety and a fair chance for all, you may 

wish to set an institution cap, declaring that a maximum of, say, three teams may 

register from one university. Make this cap very clear and enforce it when assessing 

preregistered teams 

 Rounds 

Rounds are somewhat linked to the team cap, since the more teams you have, the 

more preliminary rounds in your schedule. Since the preliminary rounds are where 

everyone competes, setting an appro-priate number ensures that teams get to debate 

against as many of the other teams as possible, giving debaters a broader learn-ing 

experience and a fair chance to prove themselves. Generally, you can comfortably 

include a maximum of four rounds of debate within a single day. Five are technically 

possible but only at great risk to your schedule. So, depending on when in the 

weekend your event starts, you may kick off with one or two preliminary rounds on 

Friday, continuing with prelims all throughout Saturday, coming to the break by that 

evening. Alternately, you may start rounds on Saturday, and either break that night 

or carry some prelims over to Sunday, although this schedule takes the edge off the 

Saturday night party. Cumulatively, fewer than three or four rounds of preliminary 

debates are hardly worth “getting out of bed” for, whereas more than six or seven 

will be impossible to fit into your schedule. 

 Breaks 

Breaks are also fixed to the number of teams you have and the diver-sity of your 

participants. If you have a smaller number of teams present, say, between 8 and 28, 

it makes sense for the top 4 teams to break straight to the Finals. For anything above, 

you may decide that the top 8 teams on the overall tab based on the results of the 

preliminary rounds break to the Semifinals first, from where the top 2 teams from 
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each Semifinal break to the Finals. If you are even more ambitious, you may decide 

that your large tournament needs a break to Quarterfinals, but always remember: if 

you decide to let nearly half of the teams break, you risk diminishing the prestige 

generally attached to breaking at an international tournament 

 Length 

Since the length of speeches and debates has a significant impact on the schedule, 

you may decide that you want shorter speeches with more rounds, longer adjudica-

tion feedback, and other considerations. If so, five-minute speeches may be used 

instead. 

 Theme 

If you have an undying urge to differentiate your tournament from all others in a 

remarkable way, you can set a theme or introduce interesting stylistic characteristics 

into the tournament. Currently some tournaments pay extra attention to manner, or 

have fun motions based on movies or books such as Harry Potter, or pick motions 

with large thematic sections, such as international politics, human rights, and so 

forth. Creating such a unique feature for your tournament can indeed make it stand 

out, but keep in mind that such features could also keep some debaters away. Always 

discuss with your CAs whether quirky themes would be a smart feature to offer, 

because there are many variables that can influence this decision. 

iii. Tabulation 

Having mentioned the draw, one absolutely vital figure in your tournament will be the 

Tabmaster: the person who creates the draw starting with the first round, and then inputs 

data from the ballots to the tabbing software to generate the next draw and keep score. 

You may want to ask another experienced debater to handle this task, as you did for the 

CAs. Ideally, the Tabmaster will have someone assisting him or her in tabbing throughout 

the tournament, and will need to have their needs swiftly met while they are doing their 

very demanding job. Keeping the Tabmaster(s) happy in a quiet room with no disruptions 

during the tournament is essential to the  

success of your event. 

 

F. Running a Smooth Tournament 

i. Schedule 

Tournaments are known for tardiness. The single best way to make sure you have a well-

functioning tournament that leaves people generally contented is to set up a schedule that 

is realisticand workable, and then stick to it.  

How do you to do this? The simplest way is to estimate the time a certain event takes 

normally, and then generously overestimate it, accounting for various possibilities, 

mistakes, latecomers, and other unforeseen situations. You may consider, for instance, 

that the quick dinner on the first night will take half an hour. But you have, say, 100 

different people coming in at various times, there aren’t enough places to seat more than 

50 at once, the vegetarian dish hasn’t fin-ished cooking yet, six people are an hour late 

because their train was delayed, and so on and so forth. You should easily assume that 

the dinner could take 1.5 to 2 hours and put that into your schedule instead of hoping for 

the best. Similarly, it is crucial that you leave enough time for the rounds in the schedule. 

If you expect to start a new round every 1.5 hours, your schedule is doomed to fail. From 
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the point of announcing a motion, it takes 15 minutes while debat-ers prepare, another 5 

minutes if someone gets lost on the way, uses the restroom, or the room is locked. Then 

you usually have one full hour of debating, followed by the deliberation process of the 

adju-dicators, after which they submit the ballot paper to be taken back to the Tab Room, 

and deliver the call. While they are doing that, the Tabmaster needs to input all of the 

ballot data to create the next draw as soon as physically possible. There might be a lunch 

in between two rounds, in which case the Tabmaster will have enough time to prepare 

everything, but the debaters themselves might be enormously late because they went to 

get a burrito instead of the on-site lunch offer or wandered off to find an ice cream cone 

to round off their meal. You can see that this is a demanding set of tasks to han-dle 

smoothly. The best way to do it? Leave enough time for it! In our opinion, it is advisable 

to leave 2 to 2.5 hours for each round, or, if you are initially determined to try to enforce 

as tight a debate schedule as possible, you will need to leave a few hours empty at the 

end of the day between the debates and the socials as a contingency interval. Your dinners 

and socials will probably entail fixed reservations for a certain time, and being late for 

those events should be avoided.  

Here is a quick example of a viable schedule: 

Time Activities 

7.00-8.00 am Morning wake-up call, breakfast 

9.00-11.30 am Walking/travel from accommodations to university in groups, roll 

call 

11.30-2.00 pm Round 1, snacks and coffee served at 11:00 am 

2.00-3.30 pm Lunch 

3.30-6.00 pm Round 3 

6.00-7.30 pm Round 4 (closed, no ranking announcement) 

 

The above schedule should be easy enough to keep without anyone getting a headache. 

It will allow the debaters to get to the dinner venue anytime between 8:00 and 8:30 pm. 

You can start your break party in great suspense at 10:00 pm, and after the judges 

announce breaking teams and adjudicators, there is still plenty of time for everyone to go 

crazy, dance, and not sleep a wink all night. This schedule, once again, highlights why it 

is advisable to have your venues close to each other. 

Below are some tips about avoiding scheduling pitfalls at each important point of the 

weekend: 

 Registration 

The event officially starts with registration, which may take place either at the hotel 

or on campus, on the same day as the opening cer-emony. At registration, each 

participant receives a welcome package filled with the goodies you have collected 

over the previous months.  

The package may be a bag or a folder, and it should contain pens, notebooks or 

writing paper, any brochures, coupons, vouchers, a printed copy of the schedule, 

and maps (including a general city map and a custom one highlighting the locations 

and exact addresses of each venue; you can easily make these in Google maps and 

print one for each participant). People also receive their accreditation (ID) cards, 

which are their identifiers at all venues. Make sure the ven-dors at bars are also well 
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aware of these cards. It is handy to get key chains, safety pins, or lengths of string 

that let the participants wear their cards comfortably at all times. You should also 

be prepared to hand out invoices confirming payment of the registration fee. Have 

each participant sign an attendance sheet for you and any others required by your 

institution. Be aware that there could always be some people who don’t arrive on 

time to register when everyone else does. Fix the time of preferred arrival clearly 

(say, Friday, 5:00 pm), and establish a late registration opportunity (say, 8:30 the 

next morning for anyone who arrives after 9:00 pm on Friday). If you are providing 

a meal on the spot, right after registration, bear in mind that some participants might 

be late and miss it. Any leftover food could be saved for the late arrivals or donated 

to your local home-less shelter so that it doesn’t go to waste. 

 Accommodations, settling, in evening social 

Some people might arrive early enough to get settled at the hotel well before the 

tournament begins. For them, it is useful to have someone at the hotel to welcome 

them and point them toward the location of the debate. Others will settle in at the 

hotel after the opening ceremony or first rounds. Regardless of whether you have  

a big social on the first night, do give these people the option to go straight to the 

hotel beforehand, and you might need to provide someone to accompany them. 

Similarly, if you have a social, it is always wise to offer an opportunity to get back 

to the hotel accom-panied by some organizers at, say, midnight. Those debaters 

wishing to stay late into the night are responsible for arranging their journey back 

to the hotel. 

 The First morning 

One pitfall to keeping even the most cautious schedule is messing it up right at the 

beginning. The hardest part, therefore, is to get people to wake up and prepare to 

leave their hotel room on time. If you want to make sure to maintain your schedule, 

assign some orga-nizers to do wake-up calls at the hotel. If the rooms have landline  

phones, wake-up calls should be arranged through the concierge or front desk 

attendant. If the rooms do not have landlines, simply knock on doors. This task 

might seem awkward and needless, but it will guarantee your schedule and is 

therefore very much worth the effort. When everyone is at the venue, do a quick roll 

call of all the teams before the first round. You may want to repeat a roll call before 

each subsequent round, too. 

 During Debate Rounds 

The most important tasks are getting the ballot papers delivered to the Tab Room, 

and then the draw to your main gathering place. You must also make sure that all 

debaters and judges eventually return from the debating rooms on time. 

 Sunday Morning 

After the break announcement the schedule changes. Most debat-ers will be out of 

the competition, and they are, strictly speaking, not obliged to attend the break 

rounds. But it is, of course, much nicer for all involved if they do. So for these 

people, another wake-up call can’t hurt, while for breaking teams it’s essential that 

they are all present on time 
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 The Finals 

Following the break rounds, you will hold the Finals: the prestigious conclusion of 

your wonderful effort. If you have been able to secure a special venue, such as a 

ceremonial hall at your university or in a public building, you may wish to request 

that participants dress up for the occasion, to add a bit of flair. Make sure you leave 

enough time for this, and to get participants to the Finals venue on time. The Finals 

may include many elements apart from “just” a debate. You have invited all sorts of 

people, who will be making speeches, wanting to interview people, taking photos, 

and so on. Make sure that the Finals have a well-formed schedule as well, and all 

invitees are aware and respectful of it. Also keep in mind that wherever your Finals 

venue is, there must be separate room where the adjudicators can make their 

decision. After the winner of the tournament is announced, awards will be handed 

out for best teams and best speakers. Put all of these events neatly in a Finals 

schedule or technical plan.With all of these details having been done, you can now 

bask in the glory of a successful event. Be proud of yourself! 

ii. Volunteers and Visitor 

A few questions are still left unanswered. Who will be helping your event take shape by 

waiting for people at airports, taking them to the hotel, waking them up in the morning, 

and carrying the ballots to and from the Tab Room, among many other small tasks? It 

seems as if you need an entire separate army for these details, since the organizing 

committee is already busy discussing with the CA Team, calling a restaurant to prepare 

for invoicing, making last-minute additions to the Finals guest list, or giving interviews 

to the local paper. Indeed, you need other individuals to handle all these seemingly small 

but essential tasks. These people are your tournament volunteers. Volunteers arrange, 

attend to, accompany, inform, direct, transmit, and generally save everyone’s lives and 

make everyone’s day better in subtle ways. Especially important among the volunteers 

are runners, the people who collect ballots and take them to the Tab Room at the speed 

of light. How do you to find these wonderful people? Recruit by involving any members 

of your debate club who may not have wanted to make a long-term commitment to 

organizing but are nev-ertheless keen to observe a tournament; find people who are just 

getting interested in debate after all the promotion you have been doing; bring in non-

debater friends, or high school debaters who are already looking at a way to continue 

debating at university. They get to be part of your great event and watch debates while 

doing a few tasks in between. Make the schedules and responsibilities thor-oughly clearto 

them. For this reason it is preferable to have debaters for these tasks rather than complete 

newcomers. 

However, your debaters might also be needed elsewhere. It can always happen that some 

teams pull out at the very last minute because of some unforeseen circumstance, and you 

find out after on-site registration that you are stuck with 34 instead of 36 teams.  

It can also happen that a team that has already registered doesn’t turn up for a round on 

time (a common symptom of how great the night before was). Beyond a certain limit, 

you should not wait for the members of that team to arrive; they are wasting everyone’s 

time and messing up your timetable. Make it clear that anyone who isn’t in the right place 

within ten minutes of the scheduled starting time will be cut from the tab for that round. 

This rule will hopefully deter most teams from being late, but tardiness can still happen. 
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In these cases, have a few so-called Swing Teams at the ready. These are usually your 

local debaters who volunteer to jump in at the last minute if absolutely necessary. You 

can also draft people who reg-istered as adjudicators but are happy to be paired up with 

someone  and fill up the roster. 

If you’ve thought of all of these contingencies, you have your sched-ules and plans about 

who needs to do what, when, and with whom, and have clearly assigned responsibilities 

for a given task to certain people, your tournament is likely to withstand the challenges 

of chance and human error. 

Two more tips for the time of the tournament: 

1. Truly, truly make sure that all organizers have their cell phone batteries charged 

and their balance topped up (if they are using a prepaid mobile service), and that 

everyone in the organizing committee remains reachable throughout the entire 

event. This requirement goes especially for those who are designated as 

emergency contacts on everyone’s ID cards. 

2. Don’t overdo it. If any organizing committee member feels that he or she is 

burdened with so many tasks to the point of exhaustion, reshuffle and make sure 

those who need to rest have the chance to get it. Overload, however, is not typical 

at tournaments. Attention to all the details described above may, at first glance, 

seem overwhelming and chaotic, but there are no crises that can’t be handled 

calmly and resolved smoothly. At the time, any stress is offset by the wonderful 

atmosphere of meeting friendly debaters from all around the world. Just keep in 

mind: this event is for fun! So don’t be afraid to let yourself enjoy it when the 

time has come. Toast your achievement and reap the benefits; great debates, 

lovely people, a new chapter for the future of your debate club, and that 

triumphant feeling: You did it! 

G. Post-Event  

i. Evaluation 

Now that your event is over, you have slept it off, and you are no lon-ger getting 50 

debate-related e-mails a day, it’s time to look back. As with all project management, 

evaluation is as important as anything that has gone before. You can ask participants and 

the CAs for verbal feedback on the tournament in general, or ask them to fill out a short 

survey at some point during the Finals. The questions in the survey should ask them how 

they rated various aspects of the event, and what they would like more or less of. This 

feedback provides a frank overview that you can analyze and then draw conclusions. 

Similarly, you should ask your organizing committee to evaluate the event. First, think 

back to your original vision for the tournament: how successful were you in achieving 

that goal? What can you still do to get closer to fulfilling it? Next, you will want a more 

technical evaluation as well, deciding which organizational aspects were more or less 

successful, setting new targets for when you repeat the event (and you will, of course!), 

coming up with ideas for solving communi-cation, staffing, or technical issues. It is never 

easy to establish clear channels of authority among a group of peer volunteers, but your 

experience helps you get better at this task, and your next tournament will be so much 

better. 
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ii. Maintaining Contacts and Cooperation 

In addition to finalizing the budget execution, one of your most important post-

tournament tasks is to draw up one shorter and one longer report on the event for 

submission to your various donors and partners. This report tells them how you utilized 

their contribu-tion during the tournament, what kind of people the participants were, and 

why this great success compels them to work with you again in the future. 

You should aim to prepare the shorter report (2 to 3 pages) as soon as possible, and attach 

it to your thank-you letters, which you will of course be sending to all of your donors and 

partners soon after the event. Try to obtain an answer from them, a commitment in which 

they agree to extend cooperation to you in the future. This acknowledgement on their 

part will make things so much easier the second time around. 

The longer report is for your main donor, who played a special role in the realization of 

your project. This longer report should contain a summary of the entire organization 

process, as well as a description of the event itself, and details of your future plans, 

highlighting the role played by your main donor in bringing these plans to fruition! 

 

4. Participating a Debate Competition 
When you are about to participate any debate competition, either in your country, or international, 

you will definitely need preparation to ensure you achieve your goal in participating the debate 

competition. Therefore we do provide you several important steps that you might consider when you 

are preparing your debate team. 

i. Building Argument  

A debate is a series of arguments. While these arguments differ in function, structure, and 

importance, the basic format for delivery remains the same. There are many models of 

argumentation. The most basic model is the Claim-Support format. In addition to the argument 

itself, debate requires organizational structure to hold the arguments together and to help 

everyone keep track of the arguments. Therefor, a sound debate argument consists of the 

following three parts.  

1) Sign-posting: A signpost is a verbal map that allows the listener to knowwhere to place 

the argument in the context of the debate. This tells everyone listening which issue the 

argument pertains to. This is essential for the debate to remain organized. For more 

information about sign-posting, see the organization section later in this chapter. 

2) Claim: The statement of the argument. The claim, much like an evidence tag should be 

brief and powerfully stated. Example: “The Death Penalty Decreases Crime Rates.” 

This tells the listener what the argument is. A claim by itself,however, is only an 

assertion. To become an argument, it requires support. 

3) Support. The two most common forms of support for an argument are reasoning and 

evidence. For many arguments, logical reasoningis sufficient to win the point. The 

debater may also refer to previously presented evidence as support. At times, new 

evidence is required. Please see Chapter V for much more information about the use of 

evidence in debate. 

While sign-posting and stating claims requires practice, supporting claims requires the most  
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preparation and work. The type of support given to an argument will depend on its importance  

in the debate and the arguments and evidence presented up to that point. Many arguments are  

made without the presentation of new evidence. Some examples:  

• “Global Warming is scientifically doubtful [claim]. The global warming theory is suspect 

for several reasons. First, despite predictionsof scientists, we have seen no significant 

temperature increases. Second, the computer models used to predict climate change are 

faulty. And third, a growing number of qualified experts tell usthat the theory is untrue.” 

[support—the debater gives reasons for the listener to support the claim]  

 “Global Warming is scientifically doubtful [claim]. The negative team has provided 

evidence from three leading scientists that casts doubt on the global warming theory. This 

evidence has not been refuted. Therefore, we should consider the theory doubtful at best.” 

[support—the debaters refers to previous evidence and the lackof refutation to support the 

claim] 

There are two specific kinds of debate arguments that you will make often: refutation and 

extension. 

REFUTATION  

Refutation is the process of disproving an argument. Not all of your opponent’s arguments 

require refutation. There are generally three ways to answer an argument. First, you may 

simply agree with it. Second, you can partially agree but modify (e.g. “we agree that air 

pollution causes health problems, however, you overstate the impact”). Thirdly, you can refute 

the argument (prove it wrong). Let’s look at how each method may be used effectively.  

Agreement  

Why would you want to agree with an argument made by your opponent? There are three 

main reasons.  

1.  Occasionally, your opponent may make an argumentthat actually helps you. In this case, 

simply explain to the judge why the argument actually supports your position.  

2.  Your opponent’s argument may be irrelevant to the debate. In this case, explain why the 

argument is irrelevant.  

3.  Your opponent’s argument may be true. If you know that your opponent has made a true 

argument, it may not be worth your time fighting against it. Instead, you may grant the 

argument and use your time to explain that while your opponent’s individual argument is true, 

you should still win the debate.  

Modification  

Often, you will agree with part of your opponent’s argument, but will disagree with the 

amount of weight they try to assign it. This most often happens when you feel that your 

opponent is exaggerating. Example: “While I agree with my opponent thatPresident Bush 

deserves some blame for the faltering US economy, the truth is that he only deserves a small 

share of the blame.”  

Refutation  
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There are several good ways to attack or disprove a debate argument. Here are some effective 

strategies:  

1) Attack the argument’s support: You may explain that the argument lacks adequate 

support. This may be because of insufficient reasoning, no evidence, poor evidence, or 

misapplied or mis-tagged evidence. As you think about how to respond to your opponent, 

you may ask yourself:  

5.   Is the argument supported at all? (If so, continue down the checklist)  

6.   Does the evidence match the claim/tag?  

7.   Does the evidence have a credible source?  

8.   Does the evidence provide reasoning?  

 

2)  Present Counter-arguments and evidence. Even well supported arguments often have 

equally persuasive counter arguments. These counter-arguments can be reasoning, 

evidence, or (hopefully) both. It then becomes your job toconvince the judge that your 

reasoning and evidence is superior. For example, experts disagree about whether tougher 

prison sentences reduce crime rates. Your opponent may have very credible evidence 

that giving dangerous criminals more prison time makes America safer. But, because 

experts disagree, you may present evidence from an equally reliable source to indicate 

that tough sentences don’t really reduce crime rates.  

EXTENSION  

When you “extend” your argument it means that you are restating and strengthening it in a 

later speech. To effectively extend an argument, you need to do more than repeat what you 

said earlier. Often debaters mistake repetition for extension (“if I just say it again, the judge 

will understand and will vote for me.” Effective extension includes the following:  

1) Clarification: You must make sure that the judge understands your argument. Be the one 

who clarifies the debate.  

2) Presenting additional reasoning and evidence: You simply need to strengthen your 

position with more (and better) support.  

3) Add new (additional) argumentation: Sometimes it may be advantageous for you to add 

new ideas in support of a position. For example, your general position may be that coal 

harms the environment. In the first affirmative constructive, you argue that coal causes 

air pollution, acid rain, and global warming. In the first affirmative rebuttal, you may 

further explain the health impacts of these environmental problems. Often, extension and 

refutation go hand inhand and must be carefully blended 

ii. Argument Organization 

During the course of a debate, hundreds of arguments are made. Dozens of facts and experts 

are cited. The issues are complex and interconnected. Because of this complexity, effective  

organization is absolutely essential to debate. This chapter deals with two aspects of 

organization within a debate, note-taking and sign-posting. 

Note-taking (Flowing)  
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In order to keep track of everything, debaters need to keep a flow ofthe debate. This is a set 

of notes that track the arguments made throughout the debate. Flowing goes beyond normal 

note-taking because it charts the progress of arguments. When a specific argument is 

responded to, the flow chart places the response directly to the right of the original argument. 

In this way, you can see the entire history of an argument by reading from left to right across 

the page. Here are some important tips on flowing:  

1. You will need (at least) two sheets of paper for your flow chart. Two 8 ½ by 14 size legal 

pads are ideal. Label 1 flow sheet “Affirmative Case” and 1 flow sheet “Negative Case.” 

The affirmative sheet will need to be divided into 7 columns. The negative sheet will 

only need 6 columns. Each column is for a speech during the debate.  

2. Write small and neatly. You need to fit seven columns across the page, so you will need 

to write small. To increase your space, you may use a 81/2 x 14 inch legal pad turned 

sideways. This gives you 2 inches for each column. Of course, your flow is only valuable 

if you can read it--be NEAT!  

3. Abbreviate. You need to record all the main arguments in the debate. If you try to write 

out all of the words, you will fall behind and miss things. Develop your own set of 

abbreviations. Instead of writing “Russia will decrease organized crime,” for example, 

you could write “R will org. cr.” You should immediately come up with a set of 

abbreviations for words you are likely to hear often for your debate topic.  

4. Leave yourself space. As you flow the arguments made by the first affirmative, write 

them down the first column on your chart. However, after each point is made, skip some 

space, maybe half an inch to an inch, before writing the next argument. This way, when 

responses are made you’ll have plenty of room to write them directly to the right of the 

original argument This leads to the next point.  

5. Flow responses to the right of the original argument. If the 1NR is responding to the third 

point made by the affirmative, you want to find the point and write the responses in the 

1NC column to its right. This way, all the argumentspertaining to a certainissue should 

be grouped together. This allows you to respond directly to your opponents arguments 

and improves the clash in rebuttals.  

6. Don’t give up. Flowing takes practice. You will miss points from time to time. Don’t 

stop. Keep listening and write as much as you can. Your partner may be able to help you 

get missed points or you can ask for clarification in cross-examination. 

iii. Research 

It is essential that debaters provide support for the arguments they make. The quality of the 

support you provide for your arguments is a key to successful debating. One way to support 

your arguments is with logical reasoning. Inaddition to reasoning, you will need to provide 

evidence to support your claims. The focus of thischapter is how to gather, organize, and use 

evidence in debate.  

Let’s begin with the assumption that what we personally know is limited. Very few high 

school students are experts on the topics they will be debating. Therefore,debaters need to use 

outside sources of information to increase the crediblesupport for their arguments. Usually, 

debaters will quote directly from a variety of sources.  
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In preparation for a debate, you will want to gather evidence (quotes) that you feel will support 

arguments that you plan to make. Because you will be unable to predict the exact arguments 

that will be made, it is good to have a variety of evidence quotes to use.  

Finding evidence requires effective research. You are probably already an experienced  

researcher. Even so, you can probably improve yourskills by reviewing the following steps in 

the research process. 

Step 1. Formulate research questions. Before you begin any research, you should identify 

the questions you are trying to answer. Itis important to identify research questions rather than 

topics. A question gives you a specific goal, whereasa topic is too open-ended. A good 

question is one that meets the following criteria:  

•  The wording of the question is clear and specific  

•  The question can be answered  

•  The answer to the question is meaningful (i.e. the question leads somewhere important)  

If you are new to a topic, adjust your questions accordingly. You should begin by building 

general topic knowledge before trying to answerspecific questions. For example, let’s say you 

are learning about Russia’s economy. As you begin your research, you may ask “What is the 

current status of Russia’s economy?” As your topic knowledge grows, your questions should 

be more in-depth: “What programs does Russia have to encourage foreign investment?”  

Step 2. Select a Method. There are a variety of ways to find answers to your questions. 

Students who try various sources usually find more success and end up with deeper research. 

Some good methods include:  

 Article databases. Your school library probably has several databases which are easily  

 searchable. You may also have access to more powerful databases like Lexis/Nexis. 

 Specific Internet Sites. You may know of specific sites on the Internet that have  

excellent resources on your topic.  

 General Internet searches. Ifyou don’t know of a specific site that will be helpful, you  

may try a general Internet Search. Google is a good place to start.  

 Printed materials in the library (most periodicals and newspapers can be found on-

line.  

 However, you may find some very helpful printed materials that are not accessible 

on-lone.  

 Books (advantage: depth; disadvantage: time consuming)  

 Personal interviews (including e-mail requests for information) 

Step 3. Keep Trying. Most likely, you won’t succeed right away. Research takes 

perseverance. If you are not having any luck answering your questions, try new a different 

method, different key words, or ask for help. Often, you will need to try several different key 

words before you get what you want. Write down what you have tried and keep going. If your 

question is “Who are the main contenders for the 2004 election (US)?”try: presidential 
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elections, 2004 election,candidates for presidency, presidential candidates, presidential 

hopefuls, etc.  

Help falls under two categories: people who know what they are doing and shortcuts that 

others have created. If you are new to a library, ask the librarian. They will appreciate you 

having a focused research question. As for shortcuts, check out bibliographies, names 

mentioned in articles, and referencesto other publications.  

Step 4. Have a system for recording your results.Make sure you have the ability to take 

something away from your research. Always have a notebook to jot down notes (good web 

sites, important names, leads for further research etc.). Furthermore, make sure you are getting 

full source citations. If you are printing or copying articles, it is a good idea to staple them 

together and write the full source citation on the top right away. This will avoid confusion 

later. 

iv. Writing your speech 

Your constructive speech should always accomplish the following:  

• It will present your primary arguments  

• It will provide support for those arguments in the form of evidence and reasoning  

• It should be persuasively written (should include introduction, transitions, & a 

conclusion)  

Beyond those basic guidelines, you have the freedom to create a case that makes sense to you 

and that you believe will persuade the judge. Let’s take a closer look at some of the basic 

requirements. 

The Introduction 

Your case should always begin with an introduction. The introduction needs to accomplish 

two things.  

1)  State the resolution and your position (in favor of it or opposed to it)  

2)  Provide a persuasive attention-getter to encourage the audience to listen to your speech. 

 

The Contentions 

Sample: 

“Every year in the United States, our government executes dozens of convicted 

murderers.Their crimes are so terrible, that our legal system assigns death as the ultimate 

punishment. What is truly tragic and hypocritical is that every so often our legal system 

gets the wrong person. Instead of punishing someone for taking aninnocent life, it is our 

government itself that is taking an innocent life. Becausemy partner and I believe that 

this should never happen again, we stand Resolved that the death penalty should 

beabolished in the United States. First, we’ll prove that the death penalty results in 

miscarriages of justice…” 
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Your main argument are called contentions. They should be labeled as Contentions and 

numbered (traditionally Roman Numerals are used because this follows the outline format). 

Your contentions are statements that must be proven. 

 

After you have stated your Contention, you mustprovide reasoning and evidence to support 

it.  The length of the Contention is up to you (you only have 6 minutes, so they will be fairly 

brief). Also, the number of Contentions that you have isup to you. Usually, a case will have 2 

to 4 main contentions.  

You may chose to further divide your contentions into sub-points. Sub-points should be 

labeled with capital letters (following the outline format). Sub-points provide additional 

organizational structure to help clarify your argument. 

Conclusion 

After you have made and supported all of your contentions, you should end your case with a 

brief conclusion. In your conclusion, you should restate your main ideas and end with a  

persuasive appeal to your audience. 

 

v. Summarizing Speeches 

The final speeches of the debate should be usedto synthesize various arguments into a few  

critical points for the judge to consider. One might introduce their summary with a statement 

like “in light of the arguments made in today’s debate, we have upheld the resolution 

because…” This summary statement is difficult for several reasons. First, because of the 

general nature of the closing argument, the speaker must focus on the “big picture” and less 

on specific details.  

Second, the speaker must extend his/her best arguments while answering his/her opponent’s 

best arguments. This requires a careful balance. Of course, each round of debate will lead to 

unique summary statements. However, here are somegeneral tips for making successful 

summary statements. 

2) Ask yourself, what are our most powerful arguments? After selecting your most 

powerful arguments you must explain why you have won these arguments and why 

this means you have won the debate. In other words, explain the impact of your best 

arguments.  

3) Ask yourself, “what are the weaknesses in my opponent’s best arguments?” Explain 

these weaknesses to the judge.  

Sample: 

“Contention I. Innocent People Are Wrongly Executed” 

Sample: 

“In today’s debate, the affirmative team has proven that the death penalty results in 

two  major harms to society. First, innocent people are sometimes wrongly executed. 

Second, the death penalty is discriminatory because it is used more frequently against 

minorities. Finally, We have shown that the death penalty has no major benefit because 

it does not reduce crime rates. In light of this evidence, the right thing to do is to abolish 

this unfair and ineffective punishment. I am now open for cross-examination.” 
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4) The summary must be an extension of the debate. It should show what your team has 

accomplished during the debate. It should not be new ideas or perspectives that haven’t 

been brought up.  

5) The summary should set up a decision-making criteria for the judge. What factors 

should be given the most weight in making a decision? For example, let’s say that the 

affirmative has proven that adopting the resolution will save a species from extinction. 

The negative team, on the other hand, is able to prove that adopting the resolution 

would cost the US $10Billion.  In this debate, the two sides would have to weigh saving 

a species tospending billions of dollars. It is your job as a debater to provide analysis 

that helps the judge arrive at his or her decision. 

9. Speech delivery 

There are at least two requirements for successful debating. First, a debater must have quality 

arguments. And, second, a debater must effectively communicate their arguments to the judge 

or audience. The focus of this chapter is on effective communication.  

Articulation  

Let’s start with the basics. If the words you say are not understood by the audience, you are not 

communicating effectively. To articulate well means to speak clearly and to correctly 

pronounce the words you use. Articulation Problems to Watch For:  

•  Mumbling or slurring (this is usually a result of not pronouncing words carefully).  

•  Common mispronunciations (gonna instead of going to, cuz instead of because, etc.)  

Volume  

Every speaking situation requires the speakers to adjust his or her volume for the circumstances. 

Of course, a speaker must be loud enough to be clearly heard by the audience. On the other 

hand, if a speaker is too loud, the audience will become annoyed oruncomfortable. It is a good 

idea for a speaker to vary his/her volume during the speech to emphasize certain key points. A 

slight increase or decrease in volume can call attention to an important point the speaker wants 

to make.  

Rate  

Like volume, your rate of speech can be too fast or too slow. Very slow speech will bore the  

audience. On the other hand, delivery that is too rapid will cause the audience to miss important 

points or maybe even to tune out. Different speaking circumstances call for different rates. For 

debaters, a good model is the rateof delivery used by television news reporters. Listen to an 

anchor on CNN for an idea of an appropriate rate of delivery.  

Sometimes debaters will speak at fast rate in order to fit more into their speeches. In some 

debate formats, this has been taken to an extreme. Because the judges are not evaluating 

speakers on their delivery skills, debaters in these formats have used extremely rapid delivery. 

In Classic Debate, however, judges are specifically instructed to evaluate student’s delivery 

along with their arguments. In fact, judges are instructed to award a loss to a team which speaks 

at an unnaturally rapid rate which results in a competitive advantage. 

Vocal Variety  

When you articulate well with anappropriate rate and volume, you ensure that the audience will 

hear your words. What else can you do to make them want to listen? One key is vocal variety. 
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A speaker with little variety is often called monotone (or boring!). You can vary your voice by 

adjusting volume or rate. You can also change your pitch and tone. This is called inflection. 

Also, using pauses of different lengths can make your speech easier to listen to.  

Posture & Gestures  

You want your audience to see you as professional, relaxed, and confident. In order to achieve  

this positive image, you should pay attention to posture and gestures. The number one rule is 

don’t do things that will distract your audience. Proper speaking posture is simply standing up 

straight with your feet pointed toward your audience. Avoid slouching, leaning against walls or 

tables, and pointing your feet to one side or another.  

Gestures are more difficult to master. First,your gestures may often be impeded by what you 

have in your hands—evidence or notes. This is understood to be part of debate. When you are 

able to gesture, some general rules are:  

-- Always gesture above the waste  

-- Gesture to add emphasis. Your gestures should be purposeful.  

-- Vary your gestures. Avoid repetitive gestures. 

Eye Contact  

When possible, look your audience straight in the eye. Of course, you will need to look down 

at your notes and evidence. At the same time, do not spend the majority of your speech looking 

down. Speakers who look their audience in the eye are found to bemore persuasive. You may 

also get important non-verbal feedback from your audience that you may use to make your 

speech better. Is the audience interested, confused, having trouble hearing you, agreeing with 

you? You can learn a lot by looking at your audience.When there is more than a single person 

in the audience, you should spend time looking at each person.  

Appearance  

Many consider your appearance to be part of your delivery. Different debate competitions have 

different dress expectations. At times, you will be asked to dress professionally (like you would 

for a business interview). Other times, you will beexpected to be more “dress-casual.” Your 

coach will have suggestions for how to dress for competition. Just remember, appearance does 

make an impact on the audience. You attire sends a message. What message do you want to 

send? 
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1. Definition 

Model of United Nations is an academic simulation of the United Nations which aims 

to educate participants about civics, effective communication, globalization and multilateral 

diplomacy. In Model of United Nations, students take on roles as foreign diplomats and 

participate in a simulated session of an intergovernmental organization. Where participants 

shall do researc information about a country, playing role as a diplomat, investigate 

international issue, defending their nation interest, debating,consulting and later on developing 

solutions to world problems 

Simulations are conducted in many languages, including the six official languages of 

the UN. Because MUN was created i and the majority still takes place in the USA, where most 

simulations are using English as their official langugae. Some conferences, however, are 

conducted in two or three languages. For instance, in Mexico, Colombia and some 

southwestern area in United States, running their session in both Spanish and English. In 

Canada, both of French and English are the official language of MUN. 

Participating in MUN is an unforgettable learning experiences that not only immerses 

young people in the study and discussion of global issues, but also encourages the development 

of skills which they will find useful throughout their lives. Mode of United Nation enhances 

students’ capacity to engage in problem solving, it teaches aspects of conflict resolution, 

research skills, and communication skills, and it creates the opportunity to meet new people 

and make new friends and also to come away with a better understanding of the problems 

facing the world today and how there problems can be solved 

2. The General Structure Model of United Nations 

 Councils of UN 

 Topics discussed 

 Chair – vice chair 

 Represented country 

 Rules of procedure 

 Position letter/paper 

 Opening statement 

 General speaker 

 Motion 

 Caucus (Moderate and un-moderate) 

 Negotiation 

 Working papers  

 Draft resolution

 

3. Organizing a Model of United Nations 

A. Initial planning 
Pre-Planning Questions | Timeline | Choosing a Conference Venue | Creating a Conference Budget 

At the first step when you want to organize a legendary Model of UN Conference is initial 

planning. In this phase, you have to decide whether to invite middle school, high school, or 

university level participants to your conference.  

The next thing, is to find a venue for your MUN Conference. Holding the conference in you 

university, is a good way to keep your costs down. Keep in mind, make sure that you have 

enough space for all of the committee seasons and opening and closing ceremonies, as well as 

areas for delegates to type resolutions and eat their meals. 
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At this stage, you should also decide what time of year to hold your conference and how long 

the conference will last. Be sure to avoid scheduling your conference during final exams, 

standardized testing, or during other Model UN Conferences in the area. 

Don’t forget, that you need to determine and set goals for your conference. Make sure to come 

up with personal and group goals, to guide you through the planning process. Setting goals at 

the beginning, will help you lead for better preparation, so the expected outcome of your 

conference will be able to be achieved 

i. Pre- Planning Questions 

 Participants 

 Will the conference have middle school and/or high school students? 

 Do we want to host a collegiate conference? 

Project Management 

 Will there be an organizational leader or partner? 

Selecting a Conference Date 

 Consider the weather; nobody wants to be at a conference during monsoon season! 

 Are other conferences happening around the time of our conference? 

 Is there a major exam period during which our conference shouldn't take place? 

Conference Size 

 Small conferences are often more successful and easier. 

 Should we invite people from outside of our region? 

Collaboration 

 What additional organizations do we want to partner with? 

 How will we divide the duties? 

Venue Location 

 Will the conference be at our school, a hotel or an outside organization? 

ii. Timeline 

Now that you've thought about the pre-planning questions, it's time to put together a 

timeline. A timeline will help you stay on track and will make deadlines absolutely 

clear to everyone involved in the conference planning process. 

Sample Timeline - you are free to adjust inline with current condition and 

circumstances 

Task Due Date 

Set date for Model UN Conference 12 Months prior to event 

Requesting faculty’s permission/Pick venue 10 Months prior to event 

Write background papers and delegate/advisor guides 10 Months prior to event 

Do country assignments 4 Months prior to event 

Communicate with teachers Ongoing 

Order promotional items, supplies, banners, etc 3 months prior to event 

Create conference program and send to printers 1 month prior to event 
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Create committee assignment sheets, placards & name 

tags 

3 weeks 

 

iii. Picking Venue 

When deciding on a conference venue you have several options. Below are some of 

the pros and cons to the most common options. 

 Option A: School or Local Organization 

Benefits 

o Support from faculty advisors and administration. 

o Potentially free or inexpensive access to resources including office 

equipment, meeting rooms and cafeteria. 

o "Home-field advantage." You are already familiar with the area. 

Questions to Consider 

o Can the campus provide housing? If not, is there a hotel nearby? 

o Are there any fees imposed by the administration? 

o Are there security fees or additional costs for keeping buildings open? 

o Are the meeting rooms close together? 

o Will time constraints be placed on the delegates? 

o Does school faculty need to be present? 

o Who assumes liability? 

o Are the premises safe? 

o Is the campus easy to navigate? 

o Where will the delegates eat if a cafeteria is not open? 

o Will someone from the university or organization be available to assist if a 

problem occurs? 

 

 Option B: Hotel or Conference Center 

Benefits 

o A common meeting place, as opposed to multiple buildings. 

o Professional atmosphere. 

o Housing for all delegates. 

o Potential availability of experienced conference planners to assist staff. 

Questions to Consider 

o What are the costs? 

o If you obtain a certain amount of sleeping rooms, is the meeting space 

free? 

o Do you need to use the hotel's catering? 

o Can you provide your own audio/visual? 

o Are there rules for handling boxes? 

o What type of insurance is required? 

o Does the hotel have adequate space? 

o Can you set up rooms any way you wish? 
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o Do you need security? 

iv. Drawing Budget 

A budget is an essential part of any conference. It should be created immediately upon 

embarking on the planning process. Budgets vary greatly from conference to 

conference, and are also very dependent on where you decide to hold your conference 

and how much the venue will cost. 

There are two types of cost, that should be aware, such as: 

o Expense to consider : Venue, Catering, Transportation, Multimedia, Staffs, 

Miscellanous, Permit 

o Income to consider : School fees, delegate fees, advisor fees, sponsorships, 

donations 

B. Substantive Information 
Choosing Committee and Agenda Items | Rules of Procedure | Background Guides | Delegate Handbook |Advisors 

Guide | Awards or Expectations for Performance | Substantive Information: Problems 

The second phase of running a successful Model UN conference is structural planning. 

This stage includes selecting the committees, topics, and means of communication 

topical information with delegates and faculty advisors. If you are planning a first-time 

conference, it is a good idea to keep the event small. It is important to make sure that 

each committee has enough delegates to ensure a lively and interesting simulation. It is 

also a good idea to choose topics that your committee directors and chairs will be 

familiar with so that they can provide direction for the delegates during the committee 

sessions.  

The process of selecting committees to simulate is crucial to the success of the 

conference. You might want to start off with a larger-sized committee like a General 

Assembly. Holding one large committee also saves money because you will need fewer 

conference rooms. It is better to begin with fewer committees, because you can always 

add another committee later if your registration numbers are higher than expected.  

During this stage you should decide which rules of procedure to use in your 

conference's committees. Each Model UN conference uses a slightly different set of 

rules. You may want to look at different Model UN conference websites to see what 

types of procedures other conferences in your area are using.  

Now is also the time to assign topics to your staff so they can begin drafting background 

guides. After they are written, background guides should be edited and fact-checked by 

at least two additional staff members. Staff members should also ensure that guides are 

written at the proper difficulty level for your conference's delegates. 

i. Choosing Committees and Agenda Items 

About a year before the conference, organizers need to choose committees as well as 

topics that will be debated.  You have to make sure . . . 

 The committees are timely and relevant to the UN's work; 
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 The committees are appropriate for the age group; 

 The committees are interesting; 

 The committees are balanced between economic, social and political focuses; 

 An appropriate number of countries will be represented in the relevant committees 

(e.g. do not have a General Assembly for only 25 countries). If you have 400 

students, have a General Assembly, Economic and Social Council, and Security 

Council; 

 The topics you would like discussed are actually discussed in that particular 

committee; 

 You have assigned the appropriate number of topics given the length of the 

conference. If you have a one-day conference, you should have one topic (two days 

for two topics, etc.); 

 You have enough space for everybody (in other words, ensure that your venue has 

enough rooms for your committees); and 

 You have enough volunteers to staff the committees. 

To find relevant UN topics and issues currently on the agenda, visit the UN website. 

ii. Rules of Procedure1  

The rule of procedure is the compilation of rules that is meant to be the guidance of the 

conference. Their might be a lot of delegates who get involved in this conferene. 

Definitely, there might be a lot of delegates who get involved in this conference, that 

will come up with differet arguments and points of view as well.  Rules of procedure is 

an organized procedure of the conference that must be followed by every delegate in 

order to have a productive process of conference.  

Since the Rule of procedure are the most important thing you provide your delegates. 

When you want to make it They should be clear, easy to understand, and appropriate 

for your type of conference. There are many different types of rules out there, so when 

choosing rules of procedure, keep the following in mind:  

 Most delegates are new to Model UN, so keep it simple. 

 Don't forget to explain the resolution process. 

 If you use another conference's rules of procedure, don't forget to acknowledge it. 

iii. Background Guides2 

Background guides are written informational aids for delegates on the topics that will 

be discussed during a Model United Nations conference.  Background guides should be 

written by someone on your committee staff or borrowed from another conference. If 

you borrow a background guide, be sure to ask permission first, and credit the 

conference or organization from which you obtained the guide. Each group attending 

should receive a background guide.  Keep the background guide simple. In many cases, 

English may not be a participant's first language. 

Background guides are brief issue overviews (typically two to six pages long) that 

describe a topic that will be discussed at a Model UN conference. These guides help 

                                                           
1 (Example attached in Annex) 
2 (Example attached in Annex) 

http://www.un.org/
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student participants (also known as "delegates") understand what they are expected to 

know in order to take part in a Model UN simulation.  

A good background guide will: 

 Introduce students to a global issue; 

 Explain how that issue came about and why it is important; 

 Highlight any important events or international agreements related to the issue;  

 Pose questions to the students that they should then answer through research and 

ultimately through negotiation at a Model UN event. 

Almost all Model UN conferences give their participants background guides for each 

committee that students will simulate. Different conferences create their background 

guides in different ways, though most follow a basic structure. 

iv. Delegate Handbook 

The delegate handbook is intended to provide students with all of the logistical and 

procedural information regarding the conference. 

 

Things to include in a Delegate Handbook: 

General Information 

 Tentative Conference Schedule 

 Directions to the Conference 

 Roles at the Conference 

 Rules of Conduct 

 Conference Agenda 

 Dress Code 

 Expectations for Performance 

 

 

Delegate Resources 

 Delegates timeline and checklist 

 Model UN Skills information 

 Background Guides 

 Research Information 

 Position Papers 

 Public Speaking 

 Resolutions 

 Flow of Debate 

 Points and Motions 

 Rules of Procedure 

v. Advisors Guide 

The advisors guide is intended to provide advisors with all of the logistical and procedural 

information regarding the conference (see the sample advisors guide for more information). 

A good Advisors Guide Should Include: 

General Information 

 Information about the event 

 Conference Schedule 

 List of Events 

 Information for Schools 

Traveling  

 Rules of Conduct 

 Dress Code 

 Expectations for Performance 

 Role of the Faculty Advisor 

 Advisors' Checklist and Timeline 

 Country Assignments 

Model UN Skills 

 Background Guides 
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 Research Information 

 Position Papers 

 Public Speaking 

 Resolutions 

 Flow of Debate 

 Points and Motions 

 Rules of Procedure 

 Handouts and Activities 

vi. Awards or Expectations for Performance 

Your conference should acknowledge delegations that do a superb job of representing 

their country. If your conference supplies awards, you should reiterate to all participants 

that receiving an award should never be the sole purpose of attending a Model UN 

conference. 

Judges  

The dais staff and secretariat should judge the delegates. Advisors or delegates can also 

judge, but sometimes this leads to questions of favoritism. Judges should discuss 

awards, prior to closing ceremonies. 

Tips 

 Always try to give at least one award to each school. Obviously, this may not 

always be an option, but it is especially important to try this with smaller/younger 

conferences. 

 Make sure awards are fair. 

 Have one person be in charge of coordinating the awards. 

 Always provide staff with an award sheet outlining criteria and clearly stating 

what info is necessary for each award (name, school, country, etc.). 

vii. Possible problems 

 Which Rules of Procedure should we use? 

 Should my conference give out awards? 

 We cannot complete our background guides in time. 

C. External Relations 
Creating a Conference Invitation| Places to Promote Your Conference | Registration | Creating a Country Matrix 

|Creating a Website | Creating a Database | Assigning Countries | Communicating With Schools | External 

Relations: Problems 

The fourth phase of running a successful Model UN conference is organizing logistics and 

external relations. This will mean mailing out invitations, country assignments, travel 

information, procedural rules and background guides. Keeping the conference participants 

informed and up-to-date is crucial to the success of the conference. Make sure that participants 

traveling to your conference have all the information they need, like directions to the venue and 

information on accommodations and transportation. 

If your conference maintains a website, it is important to keep it updated. The sooner you are 

able to post information like background guides and country assignments, the more prepared 

your delegates will be. 
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Prepare and order all of your advertising, mailing and print materials. Distribute them to 

members of the Model UN community, local chapters of ALSA, and other related institution 

who might interest to join your Model of United Nations Conference 

It is important to create a timeline to help manage each task and to show you when 

each step should be completed. Leave extra time to deal with unexpected problems prior to the 

conference. 

viii. Creating a Conference Invitation 

The first thing you send to schools should be an invitation to your conference. An 

invitation should include: 

1. The name, date and location of the conference; 

2. A letter of invitation from conference organizers; 

3. What you will offer students; 

4. Location details; 

5. Resources you will offer teachers; 

6. Information on who staffs your conference; 

7. A list of organs being simulated and topics being discussed; 

8. A tentative conference schedule; 

9. Description of conference fees, if any (if none, recognize your funders); 

10. Contact information; 

11. A conference timeline (including due dates for advisors): 

a. Registration due date, 

b. Country assignments mailing, 

c. Hotel deadlines, and  

d. Position paper due dates; 

12. The registration form; and 

13. A "Country Matrix3" 

ix. Places to Promote Your Conference 

Promoting your conference is an important step in getting enough participants for 

your conference. There are countless ways you can promote your conference, below 

are some examples: 

• ALSA International Website 

• Your ALSA Local Chapter 

• Your ALSA National Chapter 

• Advertise in other 

conferences' programs 

• Set your own website 

x. Registration 

Registration for your conference can be done in several different ways. You can have 

paper registration forms or online only registration or a combination of both, 

depending on your needs. Your registration form should include: 

1. Name of the Conference 

2. Contact of Organizer 

3. Address of Organizer 

4. Name of school 

                                                           
3 (Example attached in Annex) 

5. Number of delegates 

6. Names and ages of delegates 

7. Nationality 

8. Visa information 
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9. Name of advisor (if any) 

10. Advisor contact information (if 

any) 

11. Listing of countries with 

directions to indicate 

preferences 

xi. Creating a Country Matrix 

All conferences must have a country matrix. The country matrix explains which 

countries are represented in which committees. 

Tips for creating a matrix: 

1. Create a spreadsheet with every country's name and all of the committees being 

simulated at your conference. 

2. Go to each commission's or committee's website (via www.un.org) and see which 

countries sit on the body. 

3. Mark off the countries that sit on each specific committee. 

4. Explain any abbreviations on the bottom of the matrix. 

5. Show the total number minimum and maximum number of delegates needed per 

committee. 

6. Clearly mark which committees can have double delegations, if any 

xii. Creating a Website 

Your conference website is the best way to get information to your delegates and 

attract new schools to your conference.

What to include on your website: 

 The name, date and location of 

your conference 

 Fees and registration information 

 Delegate resources 

 A discussion area 

 Advisor resources 

 Important news and events 

Things to keep in mind: 

 Update your website frequently. 

 Make sure all spelling and 

grammar is correct. 

 Keep it simple -- not everyone has 

Flash, for instance. 

 Do you want to create a mobile 

version of your site, or a mobile 

app? 

xiii. Creating a Database 

To keep your participants' information organized you should make a database that 

includes all their contact information, assignments, etc. Your database can be anything 

from a specially designed web database, to an Access database or even an Excel 

spreadsheet. 

 

What your database entries should include: 

 Name of school; 

 Advisor's name; 

 Advisor's contact information; 

 Country assignment information; 

and 

 Fees due 
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xiv. Assigning Countries 

Things to keep in mind: 

 Assign all of your Security Council countries first, or the most prime committee. 

 Make sure you have equal regional distribution. 

 Try to give schools one of their choices. 

 Larger schools should get larger countries. 

 Make sure all countries with "controversial" or relevant positions are represented. 

 Keep organized records of all assigned countries. 

 

Once you've assigned countries to all of your participants you should send a letter or 

email detailing their assignments, including what country they are, which committees 

they are a part of, and how to get in touch with you. If you are making background 

guides available online, state that in your letter and direct them to the web address. Your 

letter should also include any important reminders. 

xv. Communicating With Schools 

When dealing with schools it is essential to make sure all of your communications are 

effective. Communication should take place via phone, fax, e-mail and regular mail. 

When calling teachers, make sure that you call at convenient hours and you are calling 

for a good reason. Also make sure you follow up with teachers when they leave 

messages via e-mail or telephone.  

What should be included in mailings: 

 First mailing:  

o Country Assignment Letter 

o Background Guides 

o Delegate Guides 

o Advisor Guides 

o Committee Representation 

Forms 

 Second mailing: 

o Confirmation of Conference 

details 

o Directions to Conference 

o Any New Details 

D. Organizational Planning 
Choosing a Secretariat | Choosing Committee Chairs | Expectations for Secretariat | Prior to the Conference | Staff 

Training | Tips and Rhetoric | Organizational Planning: Problems 

The next phase of running a successful conference is the organizational planning stage, 

which should begin with the selection of student officers to staff your conference. Select 

staff members who exhibit personality, leadership, knowledge of global issues and 

sound organizational skills.  

All staff members must work as a team to ensure a successful conference. They should 

be expected to handle many of the pre-conference tasks, including keeping in contact 

with their fellow staff members, setting the conference agenda and researching the 

issues.  
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Staff members should also be fully aware of their responsibilities during the conference. 

They must encourage participants' caucusing and lobbying efforts, facilitate consensus-

building, and maintain an orderly committee. It is a good idea to have weekly meetings 

or training sessions to help staff members prepare themselves for the conference. 

i. Choosing a Secretariat 

The Secretariat is the heart of the conference. Your Secretariat will be in charge of 

everything from recruiting to training staff and registering participants. There are many 

ways to structure your Secretariat. You should choose positions on Secretariat 

according to your conference's individual needs. Below is a sample of how to structure 

your secretariat. 

Secretary-General (SG): The Secretary-General is the individual ultimately in charge 

of all logistical matters at the Model UN conference. He or she assigns countries to all 

students and schools, serves as the master or mistress of ceremonies for opening and 

closing ceremonies, and, most importantly, delegates duties to the staff. The SG should 

make every effort to delegate duties to other staff members, particularly during the 

conference, where he or she will be busy performing many of the ceremonial duties. 

Although the role of the Secretary-General at a Model UN conference differs 

significantly from the role of the Secretary-General at the actual UN, both are 

considered the main spokesperson of their organizations. The Secretary-General should 

have considerable Model UN experience as a delegate and preferably as a conference 

staff organizer as well. 

Chief of Staff, Deputy Secretary-General or Director-General: Many conferences use 

the following titles for the position of the SG's assistant: Chief of Staff, Deputy 

Secretary-General or Director-General. This person works closely with the Secretary-

General. She or he may oversee staff training, the Under-Secretaries-General (see job 

description below) or the writing/editing of the background papers. Other conferences 

have both a Chief of Staff and a Director-General, with the Chief of Staff overseeing 

all the logistical issues and the Director-General dealing with all the substantive issues. 

Under-Secretaries-General (USGs): The roles of USGs differ at the various MUN 

conferences held worldwide. USGs are often charged with overseeing the logistical 

aspects in specific areas of the MUN simulation. The following are several examples 

of the roles USGs can play: 

 Under-Secretary-General for Administration (USG-Admin): The USG-Admin. 

oversees all conference logistics including staggering lunch/dinner breaks, 

making hotel reservations, setting up conference registration, making room 

reservations and organizing opening ceremonies.  

 Under-Secretary-General for Conference Services (USG-CS): The USG-CS 

ensures that computers and printers are available, creates the placards (country 

name cards), checks that rooms have note pads and drinking water, and 

coordinates the resource room for delegates. 
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 Under-Secretary-General for Policy (USG-Policy): The USG-Policy edits 

background papers and creates or revises the rules of procedure. 

 Under-Secretary-General for Information Services (USG-IS): The USG-IS 

creates and maintains the website and conference databases. 

 Under-Secretary-General for Finance (USG-Finance): The USG-Finance 

maintains the conference budget, pays all vendors and ensures that all 

participants have paid their delegate fees. 

ii.  Choosing Committee Chairs 

The committee chairs are the face of your conference. They will have the most 

interaction with your delegates and will make or break the conference, therefore, it is 

extremely important to select good chairs. 

Things to keep in mind: 

 Make sure tasks are clearly defined. 

 When choosing dais staff, try to ensure that you have at least one male and one 

female on the dais. 

 Make sure your chairpersons have significant Model United Nations experience. 

 Communicate with your staff regularly. 

 Ensure that everyone can attend staff trainings. 

 Consider whether you want to appoint or elect Secretariat positions. 

Conferences typically either have all or some of their Secretariat appointed by a faculty 

advisor, or they hold elections for the top positions. Appointments usually happen in 

High School settings, while elections are more popular on the College circuit. Larger 

clubs or classes like to hold elections, while for smaller groups elections are not as 

necessary. Elections are best for the top positions at the conference (Secretariat), with 

chairs chosen through an application process. Think about the needs of your particular 

Model UN group and conference before deciding how to select your staff. 

iii.  Expectations for Secretariat Members 

Now that you've chosen your staff structure it is important to set clear expectations for 

your staff. These can include general expectations for all staff members and/or 

individual expectations by staff position. 

iv. Prior to the Conference 

Before the conference it is essential that staff members get acquainted with one another 

and the conference. As the conference organizer, it is essential that inform the staff 

about the following:  

 Expectations 

 Staff Training 

 Travel Arrangements (if necessary) 

 Conference Policies 

 Document of appreciation 

(certificate, etc) 

 Rules of Procedure 
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Some ways to encourage your staff to communicate are though the following: 

 Staff newsletters 

 E-mail 

 E-Groups 

 Phone Calls 

 Internet / Social Networks (for 

informal communication) 

v. Staff Training 

Training your staff is extremely important, especially if you have inexperienced staff 

members or are bringing staff together from many different Model UN backgrounds 

and conferences. Some areas staff members should be trained in include 

 Conference Overview 

 History of the Conference 

 Conference/Training Schedule 

 Roles at the Conference 

 Conference Services Overview:  

o Computers 

o Resolutions 

o Name Badges/Placards  

o Conference newspaper, journal, blog 

and/or social media outlets 

 Rules of Procedure 

 Position-Specific Training 

 Mock (Practice) Sessions 

 Awards Policy 

 Expectations 

 School Check-In Overview 

Training should be completed before the conference. You have many options for 

training. If you are bringing together staff from different places you may need to do 

training immediately before the conference in one concentrated session. If your staff is 

all in the same geographical location, holding weekly or monthly training sessions is a 

good idea. No matter when you decide to hold training, always have a clear schedule 

and training materials distributed well in advance of the training session(s). 

vi. Tips and Rhetoric 

Part of staff training is making sure they know how to address their delegates and what 

to say. Providing tips and rhetoric for your staff members is a great way to ensure that 

they are comfortable with the committee process and prepared to face your delegates. 

 

E. Pre-Conference Logistics 

Keynote Speaker | Special Guests | Conference Program | Welcome Letters | Supplies, Office 

Equipment, Etc. | Opening Ceremonies | Closing Ceremonies | Last Minute Details 

Before the conference, there are a lot of logistical issues to take care of. Speakers and 

special guests must be invited, materials to be handed out at the conference must be 

designed, ordered and organized, and thorough agendas for all events must be created. 

Prepare and order all of your advertising, mailing and print materials early. Distribute 

them to members of the Model UN community, local chapters of UNA-USA or Model 

UN websites and online calendars. 
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i. Keynote Speaker 

Securing a Keynote Speaker is one of the most important things for your conference's 

opening ceremonies. Start contacting potential speakers early and often. 

Things to consider when obtaining a speaker: 

• Match your audience and their interests to what the speaker can offer. 

• Consider your budgetary constraints. 

• Give desired speaker all details about the event with plenty of lead time. 

• Have a backup plan or speaker. 

• Don’t forget to provide a token of appreciation for the speaker (certificate, 

placard, etc) 

ii. Special Guests 

Special guests can include anyone from school principals to leaders of area 

organizations to prominent government officials. You can have special guests view 

committees, talk to teachers and even talk to students. Be sure to keep records of special 

guests, get biographies, inform your staff of their presence and have activities for them 

to do while visiting the conference. 

iii. Conference Program 

Every conference should have a conference program containing useful information, 

such as a final conference schedule and committee room locations. 

Things a program should include: 

• Welcome Letters 

• Conference Schedule 

• Faculty Program 

• Special Guests 

• Conference Secretariat 

• Conference Staff Descriptions 

• Conference Administration 

• Delegate Code of Conduct 

• Committee Session Process 

• Resolution Submission 

Process 

• Resolution Clauses 

• Sample Resolution 

• Schools Participating at the 

Conference 

• Countries Represented at the 

Conference 

• Expectations for Performance 

• Maps 

• Advertisements & Upcoming 

Conferences 

• Short Rules of Procedure 

iv. Welcome Letter for Conference Programs 

Welcome letters should come from government officials, the Secretary-General of the 

UN and the conference secretary-general. Prominent figures from the host city 

government or of your venue also help establish relationships that benefit your 

conference. 

v. Supplies, Office Equipment, Etc. 

Below is a list of useful supplies and equipment you should have at your conference: 
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 Computers for 

delegates to type 

resolutions 

 Printer (with extra 

ink) 

 Computer disks 

 Photocopier (with 

extra toner) 

 Paper 

 Pens 

 Paper clips, white 

out, tape and extra 

flip charts 

 UN-related books 

 Name badges 

 Placards 

 T-shirts 

 Notebooks 

 Gavels 

 Stop watches 

 Extension cords 

 Walkie talkies 

 Room signs 

 Roll call sheet 

 Awards 

 Gavels 

You should also make roll call sheets for all of your committees. 

vi. Opening Ceremonies 

Things to keep in mind: 

 Confirm your keynote speaker. 

 Make sure you have a podium and 

local flags onstage. 

 Only have essential people on the 

dais/stage. 

 Create an agenda or script. 

vii. Closing Ceremonies 

Things to keep in mind: 

 Confirm your speaker. 

 Keep it brief. 

 Only have essential people on the 

dais/stage. 

 Create an agenda or script. 

 Make sure you know how to 

pronounce names. 

 Have awards near the stage. 

viii. Last-Minute Details 

During the conference, it is the small things that matter. Do not forget to: 

 Ensure meeting 

rooms are set up 

correctly.  

 Stagger meals to 

best use dining 

space. 

 Make sure all audio 

visual works. 

 Make sure people 

know where 

conference office is. 

 Make sure there are 

directional signs. 

 Address issues with 

teachers. 

 Meet photographers, 

press, etc. 

 Assign someone to 

oversee special 

guests. 

 Oversee check-in. 

 Oversee opening 

and closing 

ceremonies. 

 Oversee awards 

process. 

 Clean up! 

At check-in, make sure you have: 

 List of attendees  Conference programs  Name badges 
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F. Post Conference 

End-of-conference tasks, while often overlooked, are very important. Start by settling all 

of your accounts. It is especially important to clear up the conference finances in the first 

few days after a conference by making a balance sheet and writing a financial report. 

Post-conference debriefing of staff members is important to do soon after the conference 

so that all the positive and negative aspects of the conference are fresh in the staff's minds. 

Compile everyone's feedback and assess each aspect of the conference. A good scenario 

for debriefing is as follows: 

 Invite everyone who was involved in 

the conference 

 Address even the smallest concerns 

 Prepare token for appreciation 

(certificate, etc) 

 Agree to follow-up on discussions to 

assure that these concerns do not arise 

at future events 

 Assign tasks to your staff and ask 

them to oversee improvement efforts 

 Prepare a Report of the event 

including : Day to day report, 

financial accountability report, etc 

 Keep all the documents, able to be 

accessed by next-year organizers 
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4. Attending Model of United Nations 

After you are completely confirmed, and approved as participant of specific Model of United 

Nations conference. Therefore beside of taking care other administrative issues such as letter 

of permission, visa, and other permissions. Along with financial issue and budget, do not forget 

to arrange your travel itineraries including your flight ticket and accomodation plan where will 

you stay, how long will you stay prior and after the conference.  

You also shall not forgetting to prepare your show in the conference. In attending model of 

United Nations you should prepare several things such as public speaking, deep reserach and 

also good essay writing and obviously english skill. Do not feel underestimate if you feel your 

english skill is not good, you shall trying, and develop yourself to polish your english skill 

Public speaking, definietely a very important skill when you are attending a Model of United 

Nations, because that kind of event, is conference where you have to speak all over the people 

in the committee where are you in, with diver background, probably have difficulties to speak 

english as well, and sometimes very difficult to persuade to make them understand your speech 

if you do not have a good public speaking. 

Do research as much as possible about the topic that is going to be discussed. It would be very 

useful to hold your arugment, and it would help you to have speech in from of a lot of people. 

Your confidence, will obviously raised. 

More focused on the next part of the guideline on preparing you to attend Model of United 

Nations Conference! 

A. Researching Conference Topic 

Researching conference topic is about finding additional facts, opinions on the issues that 

the conference discusses. Research is the beginning of the base of all argument that you 

will need to write or explain in the conference. As it has been explained previously, a good 

deep research would result on a good opening statement, working papers and hopefuly a 

good resolution, which might bring you closer to receive the award. 

To begin your research, there you need to develop an understanding of the issues that will 

be debated. If the conference background materials pose questions, you should answer 

them with your country information. Several question which might help you to begin 

your research:

1. What is the problem? How does it affect 

your country? What has your country 

done regarding that problem? 

2. What are the various sides in the debate? 

How will your country shape the debate at 

the conference? 

3. Which aspects if the issue are most 

important to your country? 

4. If your country is not involved with the 

issue, how can it become involved? 

5. What arguments will other countries 

make? How do the positions of the other 

countries affect your country’s position? 

6. Is there evidence or statistics that might 

help to back up your country’s 

position? 
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7. How should the problem be solved to 

your delegation’s satisfaction? 

8. What actions have already been taken 

by international community? Have 

they been effective? 

9. What are the most essential 

international documents, which allow 

to understand the issue? 

Based on these questions, then you will able to develop your delegations position 

regarding the topic and write your position paper (will be further explained). You will 

decide on your priorities and on proposals you intend to put forward. It is important to 

think in strategic terms: 

a) What other delegations will share your point of view? Who might oppose your 

position? 

b) Have you identified blocks of states that will in favor with your when voting? 

c) Is your country affiliated with regional organizations whose member could be 

potential voting allies? 

It is recommended to use library books, scholary journals, newspaper artiles, and any other 

official documents or other literature provided by UN or associated bodies. There are three 

main areas of research in the following order, as each area is progressively more in depth 

than the one before 

i. Understanding United Nations 

It is important to understand bodies and actors make up the UN system, what they can do 

and cannot do. Which might help you to understand your role and expected goal of the 

conference . Here are some questions that might help you start about the United 

Nations 

1. What are the important elements of 

the UN Charter?  

2. What are the main bodies of the UN?  

3. How are the UN's bodies and 

agencies organized?  

4. Which countries serve on the body or 

agency you are simulating?  

5. How does the body or agency you 

are simulating operate?  

6. What are the most recent UN actions 

on your issue?  

7. Why did past UN actions succeed or 

fail?  

8. What conferences and meetings have 

been held with regard to your issue?  

9. What have UN officials said about 

your issue? 

10. What about history of UN and their 

decisions? 

ii. Understanding your assigned country 

You should begin doing research about your assigned country right away after receiving 

it. If you have been assigned a state you may wish to bein by researching any of their 

condition. To represent your country accurately, you can start by answering following 

questions:
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1. What sort of government does your 

country have? 

2. What types of ideologies (political, 

religious or other) influence your 

country's government? 

3. Which domestic issues might 

influence your country's foreign 

policy? 

4. What are some major events in your 

country's history? Why are they 

important? 

5. Which ethnicities, religions and 

languages can be found in your 

country? 

6. Where is your country located and 

how does its geography affect its 

political relationships? 

7. Which countries share a border with 

your country? 

8. Which countries are considered 

allies of your country? 

9. Which countries are considered 

enemies of your country? 

10. What are the characteristics of your 

country's economy? 

11. What is your country's gross 

domestic product (GDP)? How does 

this compare to other countries in 

the world? 

12. When did your country become a 

member of the UN? 

13. Does your country belong to any 

intergovernmental organizations 

outside the UN system such as the 

North Atlantic Treaty Organization 

(NATO) or the Organization of the 

Petroleum Exporting Countries 

(OPEC)? 

14. Does your country belong to any 

regional organizations such as the 

European Union (EU), the African 

Union (AU) or the Asossiation of 

South East Asian Nation (ASEAN)? 

15. Does your country belong to any 

trade organizations or agreements 

such as the North American Free 

Trade Agreement (NAFTA) or the 

Organisation for Economic 

Cooperation and Development 

(OECD)

Shall you be assigned international organization  or Non-Governmental Organization is 

similar to research state. You can start doing research with  all questions set above  by 

changing the subject of the question to the designated  organizations you wish. 

iii. Understanding your committee 

Each delegate should have a thorough understanding of their committee. The information 

provided on certain MUN website forms only the basis for the rest of your research, make 

sure you understand how your committee functions. It includes body’s history, mandate 

and purpose, jurisdiction, function and position with the UN system, composition, 

decision-making modalities and possibiluty of interaction with other UN bodies. Keep 

focus on important decisions and resolutions as they often indicate the body’s 

competences, the type of actions it takes and the means by which it acts. 

B. Writing your position paper  

Position paper is an essay detailing your country’s policies on the topics being discussed 

in your committee. Position papers expose all valuable information you discovered that 
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you have done through research in a simple format that serves as reference for you, other 

delegates and directors. The position paper is not an exercise in elaborate writing styles or 

a demonstration of breadth of knowledge on a topic. It also a media to clarify the issues, 

state a position, and propose solutions from a certain national perspective for the benefit 

of fellow delegates and the conference staff. Furthermore, it serves as an organizer 

allowing consistent and coherent representation during the simulation, the position paper 

indicates a participants degree of readiness to the chairpersons. 

Writing a position paper will help you organize your ideas so you can share your country’s 

position with the rest of the committee. Many delegates use their position paper as their 

opening remark. Writing a position paper might appear to be a daunting task, especially 

for new delegates. If you conduct extensive research, a position paper sould be easy and 

useful to write. 

Position papers are usually limited to one to one and a half pages in length. It should 

include a brief introduction followed by a comprehensive breakdown of your country’s 

position on the topics that are being discussed by the committee. Many conferences will 

as for specific details in a position paper, so be sure to include all the required information. 

Most conferences will provide delegates a background guide to the issue, and usually the 

background guide contains questions to consider. 

A good position paper shall not only providing facts, but also proposing resolutions, which 

will include: 

1. A brief introduction to your country and 

its history concerning the topic and 

committee; 

2. How the issue affects your country; 

3. Your country's policies with respect to 

the issue and your country's 

justification for these policies; 

4. Quotes from your country's leaders 

about the issue; 

5. Statistics to back up your country's 

position on the issue; 

6. Actions taken by your government with 

regard to the issue; 

7. Conventions and resolutions that your 

country has signed or ratified; 

8. UN actions that your country supported 

or opposed; 

9. What your country believes should be 

done to address the issue; 

10. What your country would like to 

accomplish in the committee's 

resolution; and 

11. How the positions of other countries 

affect your country's position. 

Tips to make good position paper: 

 Keep it simple. To communicate 

strongly and effectively, avoid flowery 

wording and stick to uncomplicated 

language and sentence structure.  

 Make it official. Try to use the seal of 

your country or create an "official" 

letterhead for your position paper. The 

more realistic it looks, the more others 

will want to read it.  
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 Get organized. Give each separate idea 

or proposal its own paragraph. Make 

sure each paragraph starts with a topic 

sentence.  

 Cite your sources. Use footnotes or 

endnotes to show where you found your 

facts and statistics. If you are unfamiliar 

with bibliographic form, look up the 

Modern Language Association (MLA) 

guidelines at your school's library.  

 Read and reread. Leave time to edit 

your position paper. Ask yourself if the 

organization of the paper makes sense 

and double-check your spelling and 

grammar.  

 Speech! Speech! Do you plan to make 

an opening statement at your 

conference? A good position paper 

makes a great introductory speech. 

During debate, a good position paper 

will also help you to stick to your 

country's policies.  

 Let the bullets fly. Try not to let your 

proposals become lost in a sea of 

information. For speechmaking, create 

a bulleted list of your proposals along 

with your most important facts and 

statistics so that you will not lose time 

looking for them during debate. 

C. Giving Speech 

Public speaking is one of the most important skills you will use as a Model UN delegate. 

You will need to convey your member state's positions, help build consensus and formulate 

resolutions. Usually, the length of time a delegate is allowed to speak is set by the 

conference organizers. Delegates can make a motion to increase or decrease the time 

allotted to each speaker. If another delegate seconds the motion, then the committee will 

vote on changing the speaker's time. 

It is usually defined as initial statement made by delegation of each country, outlining 

points of view each intends to represent the country. It usually is started by talking about 

brief history on the issue as it relates to the represented country. The main idea of this 

speech would just straight speak about how the issue is currently affecting the represented 

country. 

Although speaking is an important part of any Model UN simulation, many delegates fear 

speaking in front of a large group. The best way to cope with these fears is to be well-

prepared. You should research as much as possible about your country and the issue the 

committee will be debating. You should be comfortable explaining your country's position 

and have ideas on what you would like to include in the committee's resolution. If you 

come to the conference prepared, you will be eager to speak in committee and project 

confidence. 

As it goes as speech, it is highly recommended to create an outline first and a very proper 

and prepared material. Research and make them organized would be helpful as firsty step 

in making it. 

To make speech (opening statement) you can follow this step: 
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1. First, you should thank the presiding 

official by saying "Thank you Mr./ 

Madame/ Honorable Chair/ 

President..."  

2. Then begin by providing a brief 

history on the issue as it relates to 

your country.  

3. Speak about how the issue is 

currently affecting your country.  

4. Provide your country's position on 

the issue. Include an explanation for 

your country's stance, such as 

economic or security concerns or 

political or religious ideology. 

5. You may choose to give an 

explanation of how your country's 

position relates to the positions of 

other member states such as the 

major powers or countries in your 

regional bloc.  

6. You should discuss some of the past 

actions taken by the UN, member 

states and NGOs to address the issue.  

7. Present ideas for a resolution, 

stressing your country's objectives for 

the resolution.  

8. Talk about the role that NGOs or 

regional organizations have to play 

in addressing the issue.  

9. Indicate to the committee members 

whether your country is willing to 

negotiate.  

 

To make a speech during debate 

 Again, you should thank the presiding official by saying "Thank you Mr./ 

Madame/ Honorable Chair/ President..." 

 Encourage collaboration among member states by proposing ways that your 

country would be willing to work with other member states.  

 By referencing what other delegates have said, you can show support for 

your allies or indicate which proposals your country does not favor.  

 Present ideas for draft resolutions.  

 Explain why your country does or does not support other draft resolutions.  

Tips that you might need for your speech 

a) Prepare: Decide how you feel most comfortable delivering your speech. You 

may choose to use your position paper as your opening speech or you write out 

some key points.  

b) Practice: Rehearsing your speech is the best way to perfect your public 

speaking skills. When you listen to a speech, provide constructive feedback 

rather than criticism. When someone critiques, accept the feedback graciously 

and use it to strengthen your public speaking.  

c) Consider your audience: Make your speech appropriate to the age and 

experience-level. Remember that the beginning of the speech should captivate 

your audience and make them want to hear more.  

d) Eliminate unnecessary "filler" words: Fillers are words and phrases such as 

"umm," "well," "sort of," and "like". These words take away from the message 
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you are trying to convey. Some additional fillers to avoid are "so," "you know," 

"I think," "just," and "uh."  

e) Use meaningful pauses: Leaving a moment of silence between sentences can 

be a powerful public speaking tool. Pausing after an important point or before 

answering a question will help to hold the audience's attention. A pause can also 

give you time to formulate your next statement.  

f) Breathe: Try to breathe. You are breathing properly if you can see your 

abdomen rising and falling with each breath.  

g) Pace yourself: Don't talk too fast or too slow. Remember that most speakers 

have a tendency to talk too quickly.  

h) Choose a powerful posture: Be aware of your posture when you speak. 

Slouching, tilting your head and crossing your arms or legs will take away from 

your message. Stand up straight, relax your shoulders, plant your feet firmly and 

keep your knees unlocked to help you communicate confidence.  

i) Gesture: It is worthwhile to use your face, hands, arms and body to help you 

communicate as long it does not distract the audience from your speech.  

j) Connect with your audience: Glance at your notes rather than reading them. It 

is often helpful to speak directly to individual members of the audience.  

k) Get to the point: Speak concisely, go straight to your most important point.  

l) Be positive: Rather than criticizing another point of view, critique it in a 

constructive way. Always provide alternatives and be sure to back up your 

arguments.  

D. Flow of debate 

This part will help you to understand the flow of debate on the Model of United Nations. 

As. Since there are various stages of debate that take place during a Model UN Simulation. 

By becoming familiar with how the action will proceed from the first debate up to  

i. Roll Call 

The Chairperson will announce each country's name. After delegates hear their country, 

they should answer "present." 

ii. Setting the Agenda 

When Model UN committees have more than one topic available, the body must set the 

agenda to begin working on one of these issues. At this time a delegate typically makes a 

motion, stating "The country of [name] moves to place [topic A] first on the agenda, 

followed by [topic B] and then [topic C]." Once the motion has been made, three 

delegations must speak in favor of the motion, and three other delegations will speak 

against it. These speeches should alternate between those in favor and those opposed. Once 

these six speeches have been given, a vote is taken. Setting the agenda requires a simple 

majority vote. 

iii. Debate 

Formal Debate Informal Debate 
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Formal debate revolves around a speakers 

list. The Chair begins by asking all 

delegates interested in addressing the 

other members to raise their placards. The 

Chair then chooses delegates to be placed 

on the speakers list. A country may only 

be on the speakers list once, but delegates 

may add their country to the end of the list 

after their speech.   

Informal debate involves discussion 

outside of the speakers list. During 

moderated caucuses, the Chair calls on 

delegates one-by-one so that each can 

address the committee in short speeches. 

During unmoderated caucuses, the 

committee breaks for a temporary recess 

so that delegates may meet with each 

other and discuss ideas. 

1) When the session begins, speeches 

focus on stating country positions 
and offering recommendations for 

action.  

a) After several countries state their 

positions, the committee breaks for 

caucuses (often in blocs) to develop 

regional positions. 

2) After blocs have met, speeches focus 

on describing bloc positions to the 

entire body.  

b) Writing begins as countries work 

together to compose draft resolutions  

3) Delegates now make statements 

describing their draft resolutions to the 

committee.  

c) Countries and groups meet to gather 

support for specific draft resolutions. 

4) Delegates try to garner more support 

through formal speeches and invite 

others to offer their ideas. 

d) Delegates finalize draft resolutions 

5) Delegates make statements 

supporting or disagreeing with 

specific draft resolutions  

e) Draft-resolution sponsors build 

greater support for their resolution 

and look to incorporate others’ ideas 

through friendly amendments.  

6) Delegates present any amendments 

they have created  

 

iv.  Close of Debate 

Once the speakers list is exhausted, the committee automatically moves to voting. Also, 

once a delegate feels that his or her country's position is clear to others and that there are 

enough draft resolutions on the floor, he or she may make a motion to proceed into voting 

procedure by moving for the closure of debate. 

 

v. Voting Procedures 

Once a motion to close debate has been approved, the committee moves into voting 

procedure. Amendments are voted on first, then resolutions. Once all of the resolutions are 

voted on, the committee moves to the next topic on the agenda. 

 

E. Rules of Procedure 

To help maintain order, Model UN conferences adopt rules of procedure to establish when 

a delegate may speak and what he or she may address. Some conferences adopt a few 

simple rules, while others use lengthy and complex rules of procedure. Because each 

conference is independent – there is no governing body for Model UN – rules of procedure 



ALSA Book of Reference  
For internal use only 

 

 

 ALSA INTERNATIONAL 2013-2014 151 

 

vary. Therefore It is essential to familiarize yourself with the rules of each specific 

conference you plan to attend. In a Model UN conference, the debates called caucusing: 

1. Formal Debate: During formal debate, the staff maintains a speakers list and 

delegates speak in the order they are listed. At this time, delegates have an opportunity 

to share their views with the entire committee. Delegates make speeches, answer 

questions, and introduce and debate resolutions and amendments. Formal debate is 

important to the committee's work. By not knowing the rules of procedure, delegates 

slow down the debate and hold back their committee's progress. 

2. Moderated Caucus: During a caucus, which is a temporary recess, the rules of 

procedure are suspended. To go to a moderated caucus, a delegate makes a motion to 

suspend debate and the committee votes. Caucusing helps to facilitate discussion, 

especially when there is a long speakers list. A moderated caucus is a mixture of both 

formal and informal debate. Anyone may speak if they raise their placard and are 

called on by the Chair. 

3. Unmoderated Caucus: In an unmoderated caucus, delegates meet informally with 

one another and the committee staff to discuss and negotiate draft resolutions, 

amendments and other issues. 

F. Caucusing 

Caucusing, or informal debate, is an important part of the Model UN simulation because 

it provides an opportunity for delegates to collaborate, negotiate and formulate draft 

resolutions. During a Model UN conference, caucuses can be either moderated or 

unmoderated. 

When a committee holds a moderated caucus, the Chair calls on delegates one at a time 

and each speaker briefly addresses the committee. During an unmoderated caucus, the 

committee breaks for a temporary recess from formal proceedings so that delegates can 

work together in small groups. To hold a caucus, a delegate must make a motion and the 

committee must pass the motion. 

Many delegates prefer to speak during a moderated caucus rather than being placed on the 

speaker's list. In a moderated caucus, speakers are usually able to convey one or two key 

points to the entire committee or share new ideas that have developed through the course 

of debate. A delegate sometimes chooses to make a motion for a moderated caucus if his 

or her name is close to the end of the speakers list. By speaking in a moderated caucus, 

delegates are able to address the committee much earlier. 

Tips for effective Caucusing 

 Enter the caucus with a plan in mind: 

Formulate ideas on what your country 

would like to see included in a resolution. 

 Find delegates in your regional bloc: 

This is the easiest way to seek out allies. 

However, if you find that the group you 

are working with is not meeting your 

needs, do not be afraid to switch groups.  

 Provide ideas: Tell others what your 

country is hoping to achieve.  

http://www.unausa.org/global-classrooms-model-un/how-to-participate/model-un-preparation/public-speaking
http://www.unausa.org/global-classrooms-model-un/how-to-participate/model-un-preparation/resolutions
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 Negotiate: While it is often necessary to 

give up something that you want, make 

sure that you are not giving up anything 

too important.  

 Listen: By listening to what others are 

saying you will able to build on other 

people's ideas and add more to the 

discussion. Listening also shows respect 

for each delegate in your group.  

 Do not interrupt: Allow other delegates 

to finish their thoughts rather than 

interrupting others in the middle of a 

sentence.  

 Record ideas: Start to formulate a 

resolution in writing. Rather than waiting 

until the last minute, begin recording 

fellow delegates' ideas right away.  

 Be resourceful: By providing fellow 

delegates with resolution text, maps or 

information as they need it, you will show 

that you are valuable to the group.  

 Have one-on-one conversations: 

Speaking with an individual or in a small 

group is the best way to find out a 

delegate's position on an issue. Larger 

groups are better suited to brainstorming.  

 Stay calm: Staying calm will not only 

help your group be more effective, but 

will be noticed by the conference staff. 

Always keep your voice at a normal level. 

If you see that you are becoming upset or 

raising your voice, excuse yourself from 

the group for a few minutes.  

 Use time effectively: Make sure you 

have enough time to hear everyone's 

ideas so that you can discuss them during 

formal debate. Try not to waste time 

arguing over small details that do not 

seriously affect the draft resolution.  

 Show respect: Never give orders or tell 

other delegates what they should or 

should not do. Be polite and treat all your 

fellow delegates with respect.  

 Provide constructive critique: focus on 

providing constructive critique. If you 

dislike an idea, try to offer an alternative. 

Critique ideas, not people.  

 Establish connections with other 

delegates: Although it can be tempting to 

call a fellow delegate "Pakistan," "Brazil" 

or "Sweden", you can form a better 

connection with a delegate by learning 

his or her name and where he or she 

comes from. Ask the delegate about his 

or her ideas and impressions of the 

debate.  
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G. Resolutions4 

The final outcome expected from Model UN conference resulted from discussion, writing 

and negotiation are resoultions. Which drafted by delegates and voted on by the committee, 

where it normally require a simple majority to pass, except in the security council.  

i. Draft Resolutions 

Draft resolutions are all resolutions that have not yet been voted on. Delegates write draft 

resolutions alone or with other countries. There are three main parts to a draft resolution: 

the heading, the preamble and the operative section. The heading shows the committee and 

topic along with the resolution number. It also lists the draft resolution's sponsors and 

signatories (see below). Each draft resolution is one long sentence with sections separated 

by commas and semicolons. The subject of the sentence is the body making the statement 

(e.g., the General Assembly, Economic and Social Council, or Security Council). The 

preamble and operative sections then describe the current situation and actions that the 

committee will take. 

ii. Bringing a Resolution to the Floor for Debate 

A draft resolution must always gain the support of a certain number of member states in 

the committee before the sponsors (the delegates who created the resolution) may submit 

it to the committee staff. Many conferences require signatures from 20 percent of the 

countries present in order to submit a draft resolution. A staff member will read the draft 

resolution to ensure that it is relevant and in proper format. Only when a staff member 

formally accepts the document and assigns it a number can it be referred to in formal 

debate. 

In some cases a delegate must make a motion to introduce the draft resolution, while in 

other cases the sponsors are immediately called upon to read the document. Because these 

procedures can vary, it is essential to find out about the resolution process for the 

conference you plan to attend. 

iii. Tips for Resolution Writing 

 Be sure to follow the format for 

resolutions provided by the conference 

organizers. 

 Create a detailed resolution. For 

example, if your resolution calls for a 

new program, think about how it will be 

funded and what body will manage it. 

 Try to cite facts whenever possible. 

 Be realistic. Do not create objectives 

for your resolution that cannot be met. 

For example, the General Assembly 

can't sanction another country – only 

the Security Council can do so. 

                                                           
4 (Example attached in Annex) 

 Try to find multiple sponsors. Your 

committee will be more likely to 

approve the resolutions if many 

delegates contribute ideas. 

 Preambulatory clauses are historic 

justifications for action. Use them to 

cite past resolutions, precedents and 

statements about the purpose of action. 

 Operative clauses are policies that the 

resolution is designed to create. To 

explain what the committee will do to 

address the issue. 
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iv. Overview  

a. Preambulatory Clauses 

 The preamble of a draft resolution states the reasons for which the committee 

is addressing the topic and highlights past international action on the issue. 

Each clause begins with a present participle (called a preambulatory phrase) 

and ends with a comma. Preambulatory clauses can include: 

 References to the UN Charter; 

 Citations of past UN resolutions or treaties on the topic under discussion; 

 Mentions of statements made by the Secretary-General or a relevant UN body 

or agency; 

 Recognition of the efforts of regional or nongovernmental organizations in 

dealing with the issue; and 

 General statements on the topic, its significance and its impact. 

Sample Preambulatory Phrases 

 Affirming 

 Alarmed by 

 Approving 

 Bearing inmind 

 Believing 

 Confident 

 Contemplating 

 Convinced 

 Declaring 

 Deeply 

 Concerned 

 Deeply 

conscious 

 Deeply 

convinced 

 Deeply 

disturbed 

 Deeply 

regretting 

 Desiring 

emphasizing 

 Expecting 

 Emphasizing 

 Expecting 

 Expressing it’s 

appreciation 

 Fulfilling 

 Fully aware 

 Emphasizing 

 Expecting 

 Expressing it’s 

appreciation 

 Fulfilling 

 Fully aware 

 Further 

deploring 

 Further 

recalling 

 Guided by 

 Having adopted 

 Having 

considered 

 Having 

examined 

 Having 

received 

 Keeping in 

mind 

 Noting with 

deep concern 

 Nothing with 

satisfaction 

 Noting further 

 Observing 

 Reaffirming 

 Realizing 

 Recalling 

 Recognizing 

 Referring 

 Seeking 

 Taking into 

consideration 

 Taking note 

 Welcoming 

 Viewing with 

Appreciation 
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b. Operative Clauses 

Operative clauses offer solutions to issues addressed earlier in a resolution through 

the perambulatory section.  These clauses are action oriented and should include 

both an underlined verb at the beginning of your sentence followed by the proposed 

solution.  Each clause should follow the following principals:  

 Clause should be numbered; 

Each clause should support 

one another and continue to 

build your solution;  

 Add details to your clauses in 

order to have a complete 

solution;  

 Operative clauses are 

punctuated by a semicolon, 

with the exception of your 

last operative clause which 

should end with a period. 

 

Sample Operative Phrases 

 Accepts 

 Affirms 

 Approves 

 Authorizes 

 Calls 

 Calls upon 

 Condemns 

 Confirms 

 Congratulates 

 Considers 

 Declares accordingly 

 Deplores 

 Designates 

 Draws the attention 

 Emphasizes 

Encourages 

 Endorses 

 Expresses its 

appreciation 

 Expresses its hope 

 Further invites 

 Deplores 

 Designates 

 Draws the attention 

 Emphasizes 

 Encourages 

 Endorses 

 Expresses its 

appreciation 

 Expresses its hope 

 Further invites 

 Further proclaims 

 Further reminds  

 Further recommends 

 Further requests 

 Further resolves 

 Has resolved 

 Notes 

 Proclaims 

 Reaffirms 

 Recommends 

 Regrets 

 Reminds 

 Requests 

 Solemnly affirms 

 Strongly condemns 

 Supports 

 Takes note of 

 Transmits 

 Trusts 

c. Sponsors and Signatories 

Sponsors of a draft resolution are the principal authors of the document and agree 

with its substance. Sponsors control a draft resolution and only the sponsors can 

approve immediate changes. 

Signatories are countries that may or may not agree with the substance of the draft 

resolution but still wish to see it debated so that they can propose amendments. 

A certain percentage of the committee must be either sponsors or signatories to a 

draft resolution in order for it to be accepted.  
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d. Amendments 

Approved draft resolutions are modified through amendments. An amendment is a 

written statement that adds, deletes or revises an operative clause in a draft 

resolution. The amendment process is used to strengthen consensus on a resolution 

by allowing delegates to change certain sections. There are two types of 

amendments: 

A friendly amendment is a change to the draft resolution that all sponsors agree 

with. After the amendment is signed by all of the draft resolution's sponsors and 

approved by the committee director or president, it will be automatically 

incorporated into the resolution. 

An unfriendly amendment is a change that some or all of the draft resolution's 

sponsors do not support and must be voted upon by the committee. The author(s) 

of the amendment will need to obtain a required number of signatories in order to 

introduce it (usually 20 percent of the committee). Prior to voting on the draft 

resolution, the committee votes on all unfriendly amendments.  

H. Proper Dressing 

Dressing professionally and appropriately is an important aspect of Model UN 

preparations. Just like being polite and having proper manners, dressing appropriately is 

an important way to show respect for the nation you are representing, for your fellow 

delegates and for the United Nations. At some conferences, delegates may wear their own 

national dress; however, most conferences will require western business attire.  

GUIDE FOR WESTERN BUSINESS ATTIRE 

Clothing Females Males 

Suits A suit always looks professional. Be sure to keep suits clean and wrinkle-

free.  

Tops No t-shirts. A blouse, sweater, or button-

down shirt of any kind is appropriate. Dresses 

are also appropriate as long as they are not 

revealing and adequate in length (follow the 

rules below for skirt length).  

No t-shirts. A 

collared/button-down shirt 

is appropriate and do not 

forget a tie!  

Bottoms No jeans or shorts. Slacks and suit-pants are 

acceptable. Skirts must be worn with 

pantyhose/stockings and should not be more 

than two inches above the knee. Bottoms 

should have a subtle pattern; avoid loud 

designs. 

No jeans or shorts. Slacks, 

preferable in dark colors, 

are appropriate.  

Footwear No sneakers or open-toe sandals. Remember: 

high-heeled shoes may look pretty, but they 

can also be very uncomfortable, so use your 

discretion  

No sneakers or open-toe 

sandals. Loafers or other 

types of dress shoes are 

preferred.  

Hair Keep hair clean and out of your face for a professional look.  
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5. Annex  
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a) Example of Rules of Procedure 
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b) Example of Background of Guides 
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c) Example of Country Matrix 
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Example of Position Paper 
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d) Example of Resolution 
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