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Amarjeet S. Rattan 
Director, Intergovernmental Relations & Protocol 
Unit 

Report to Committee 

Date: April 2, 2015 

File: 12-8060-20-
009068NoI01 

Re: Visiting Delegation, Study Tour and City Hall Tour Policy - One Year Review 

Staff Recommendation 

That the staff report titled, "Visiting Delegation, Study Tour and City Hall Tour Policy - One Year 
Review", dated April 2, 2015, from the Director, Intergovernmental Relations and Protocol Unit be 
received for information. 

Amarjeet 
Director, Intergovernmental Relations & Protocol Unit 
(604-24 7 -4686) 
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Staff Report 

Origin 

On January 27,2014, the City Council adopted a Visiting Delegation, Study Tour and City Hall 
Tour Requests Policy. At that time, Council directed that this policy and related bylaws be 
reviewed in one year. 

This staff report is in response to this referral. 

Analysis 

The Visiting Delegation, Study Tour and City Hall Tour Requests Policy (Attachment 1) was 
developed to facilitate the review and approval of external requests for the City to host visiting 
delegations, organize study tours and conduct City Hall tours. As organizing and conducting 
these activities require City resources, the consolidated fees Bylaw No. 8636, Amendment and 
Bylaw No. 9067 was designed to allow for cost recovery for activities, which are arranged for 
tour operators and other 'for-profit' organizations. 

Visiting Delegations 

Visiting delegations may be comprised of elected and non-elected government officials, clients 
of 'for-profit' organizations, members of 'not-for-profit' organizations and/or Sister/Friendship 
City delegations. 

Study Tours 

A study tour takes place when an external organization visits employees or facilities at the City 
of Richmond to obtain information, learn about "best practices" and/or learn about delivering 
specific municipal services. Study tours can range from a one hour meeting to a full one day 
program. 

City Hall Tours 

City Hall tours include a presentation, in Council Chambers, on local government operations and 
services as well as a walking tour of the public areas of City Hall. 

One Year Review 

The purpose of the Visiting Delegation, Study Tour and City Hall Tour Requests Policy was not to 
expand this program but rather to manage these requests more efficiently and to allow for some 
cost recovery of staff and facility expenses associated with providing these services. 

The policy required that requests for the City to host Visiting Delegations and conduct Study 
Tours or City Hall tours, submitted by 'for profit' organizations, be charged a fee of: 

City Hall Tours - $250, plus room rental fee 
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Visiting Delegation and Study Tours 
a) Up to 2 hours - $250, plus room rental fee 
b) 2 to 4 hours - $500, plus room rental fee 
c) Over 4 hours - $1,000, plus room rental fee 

There is no fee for requests made directly by non-profit organizations, such as public school 
groups, government bodies and Sister or Friendship City organizations, or where the City 
initiates the Visiting Delegation, Study Tour or City Hall Tour. 

An information page was also created on the City website to assist organizations and individuals 
wanting to submit requests for these services. (Attachment 2) 

An overview of the number and types of requests received in 2014, and the two previous years, 
is provided in Attachment 3. While there was a small increase in the overall number of requests 
since the policy was implemented, the policy facilitated the review and management of these 
requests in a more efficient manner. 

Financial Impact 

None. 

Conclusion 

The Visiting Delegation, Study Tour and City Hall Tour Requests Policy was implemented by the 
City in 2014. A review of this policy, one year after its implementation, indicates that there is no 
reduction in the number of requests and that the policy is helping to manage various requests. 

AmarJ eet S. Rattan 
Director, Intergovernmental Relations & Protocol Unit 
(604-247-4686) 
AR :ar 

Att. 1: Visiting Delegation, Study Tour and City Hall Tour Requests Policy 
2: Online Request page 
3: Requests information 
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City of 
Richrnond 

ATTACHMENT 1 

Policy Manual 

HIe Ref: 0450-00 

4529679 

Policy 1402: 

The purpose of this policy is to estl!lb~sih parameters for the approval of a request for the City 1:0 
host ill Visioog Delegation, iii Study Tour or a Cily Hall Tour. 

lit is Council Policy thai: 

One or more of the following critelia must be met before a \llSiting Delegation or Study Tour 
request can be considered: 

11. The request must provide valoo to the City, including an opportunity to enhance its profiile 
and uniQue position on a municipal, regional, provincial, nalKmal or intemaliornlll basis. 

2. The request mil facilitate the exchange of infomlaioo in recogniiion of Richmond's rare as a 
best pm.wee Oiympic Venue City~ Richmond \Mil re$ocare fOf fue reaming from past Olympic 
cilies in preparing for the 2010 WinterOl~c. Gaines. 

3.. The request is in reilalioo to a Cooncil appfUlfed Sister City or Friendship City program event or 
acllivity. 

AI! of the folkw.t'ing conditions. must be met before a \rlSmng Delegation or SWdy TOUf reqoost is 
approved: 

1. The request must be received by the Crty, in wrlIing, at Ieast·1.w'o weeks in acivance of the 
event 

2. Individuals required to participate in the program (i.e. staffifrom the responsive department, 
elected representatives, external' par1nern) are available fer the time required. 

3.. Meeting space is available at the requested time. 

4. Funding or resources must be accommodated furough e:xisting budgets Of fees c~ecled 
pursuant to Visiiing Delegation, Study Tour and City Hall TourBYJaw No. 9000 and the 
Consolidated Fees B~ No. 8636. 

AI! Vtsiting Delegation and Study Tour requests shall be directed to the inrergo1t<emmental 
Relations am:! Protocol Unit: (IGR,. This im:::ludies requests made directly to Council memoors 
and o!her City departments" 

AU City Hall Tour requests sinall be directed 10 !he Customer Service Division and will be 
accommodated based on availabiiityof City staff and resoufces. 

Fees fur Delegation Visits, Study Tours and Cily Hall Tourss:hal! apply in accordance with 
'rlSiting Delegatioo, Study Tour and City Hall Tour BYlaw No. 9008 and the Consolidated Fees 
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PoH cy Man ual 
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Bylaw No. 863-£. Tllere.is 00 foo formqoosts ~ dlmctty by oon.p<rofft org;anlzatiC\ftS, such as 
~is, gDVefflifOOnt OOdles,.!iIi!f11d Sister Clty Of Frlendsrnp CityoJ9anizat.iens, Of wheJe tile Clty; 
at ilts discrotioo, initiates tile Visiting Delegatioo, Study Toor or City Hall Tour,. 

The City w~l oot jS800 visa letters or letters of invfu:rtion for Visiting De\~tjoo, Study Tour, or 
City Hall TOUiff€'qOOsts. 

Tho City mSCifVes tile rlg;ht to dedloo Visiting D€ill3>fl3tiOO, Study Tour and City Hall Tour 
ffi\q oosts. 

Excfl;J1tkms to this policy may r:.emade by the Mayor or Crnef Mmjnistratiw OfflCfl;f. 

D&f!nrtkms 

Far Profit OrgfmJDtJon 
A For>Profit Olgaflization moooo:a trusiness or other for..profit orgooizatioo. 

N~Profit~afljza6ofl 
A Non-Profit Organization fllW'tflS a schoo,1 or educational institution, gov&mrmoot body, oot·for­
profrt organization, or 00 organization representing a Smter City Of Friendship City of th.fl Clty. 

Gov$m1'll8f1tB(ufy 
A Gowmrrmnt ~, means a local, fC@'icmal, statw'provmtial, federal or otitm level of QOV~nt 

A \,1iSiting Delegation Is a group of l!I.Ji;ctod aifl(iloroofl.~tod QOVemmoot offidais, memoors of 
For-Profft Organizations, ormemhl!lrs of Non-Profit Olglanizat.ieoo visiting ormooting with City 
offitc:ia!ls ",rodior staff forg~ral purposes, 

A Study Tour is OOflnod as a group of electod anoloroofl.olectod govornroont officia!ls, lTI€IITlr:.ers 
of For· Profit Organizations, or fflflmbors of Non-Profit Organizations rooetmg wJth City offidals 
and/or staff or toorlrtg City fac,llities forth4l purposes of ootan:ng infrnmaoofl and/or learrting 
ahoot 'tlest practices' or de1ivery of specific City siJ:Nlces, 

City Half Tour 

A ClI}' HaH Tour is definod as a walldng tour of public aroas of Rimroond Grty Hall and a short 
overvie'w, providod byClty staff, of locail ~emrooflt operatiC\ftS aoo servic1!;S. 
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ATTACHMENT 2 

City of Ricl:mJ.aml. Be - City Hall T om:s & Delegatiom Page 1 of2 

Clly of Richmond, Brttish Columbia, Canada 

Visiton; are most 

Su lJrnit for any 

, StooyToum 

, City Hall Tours 

Letters of request for a DelegaoonlFliSitlSrudy Tour or City Hail Toor must inc~ude the fullowiing details: 

, Name of individual or organizs,tion m3iking the request 

" Pruposed d3te ofvlsit !tour 

" Where tile cler~ation iis from 

• Dellegates" names 

, Dellegates' titles 

, PUlpOe.e of visit 

, Specific key areas of interest with respect to Cit)' of Richmood fulIcilities, operntiafliS, de:partmeflts or 

proflrams 

· Confimlation thllt, ifreqlJired, the delegation will provide Its ovm loogus,ge lnterpreter 

Please noie that 11' the request is being submitted by a 'for profit' organization, the following fees wm be 

crwlrged for accommodating these v1sits/tours: 

, Up ID :2 hours - $250 (p~us the set room rental fee and GST) 

, Hal\f day (2-4 11001'"sj- $500 (p,lus i:he set room rental fee and GST) 

• One day (over 4 hours) - $t,OOO {pjius i:he set room rental fee and GST) 

We require that all of the ,information listed above is received at least ~our weeks prior to the proposed 

visit oote in order to process the request Once your request nas heen submitted, we will checl; on i:he 

al/ai'labllfty of speakers to present 00 your group's topics of interest, {mQ adVIse if the Ctty ls m-we tD 

acoommooate your request 

htlp:lf\1i'W'ill.ridmlOml..ca/cityball/buil.d:ingslcityh:tlllcityhaIl-tourslItm 
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ofRid:uuonn Be - HaJ:l Tours & Delegations 

llw City '<'fill not iss UiO vIsa letters or luttars of invitation fbI' \/lsitirl'il D{}~sg:ation, 

Tour requests. 

ATTACHMENT 2 

Tour {}T HalJ 

n .pm\iin{:j(]J [HH'3I}ectlv£} r!1..'1Y wjsh to approa.Gh the ProvinG£} of British Columtyja, 

Affairs DMsion's Dffiro of Int-cmatk:ll1ai RGiaiions and Protocc!1 

O-rtirl'i1'8tJon and 

Q[DtOLnl~Tii~l}m:2nG,C0 . 

For City Hi111 Tour requ£>sts, f:AensG subrntt tile i1bov(} .inf0n1tatiol1 by urr",};!i to 

dtyhalltours@richmond.ca 
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ATTACHMENT 3 

City Hall Toursl Study Tours and Delegation Visits Requests 

2012 2013 2014 

Type Number of Requests Number of Requests Number of Requests 
City Hall Tours 20 14 28 
Study Tours and 19 9 21 
Delegation Visits 

Background Information 

City Hall Tours 2014 

.. 18 tours for Diversity Services all approximately 15 people 

.. 1 Tour for International students from Wakayama (through the Richmond School Board) 
30 students 

.. 4 Richmond School Board school tours for approx 30 children each 

.. 1 Scout group of 10 children 

.. 1 Potts Education School for 15 people 

.. 2 tours scheduled and then cancelled by the School Board due to the teachers strike 

.. 1 tour turned down from a ESL group due to too short notice 

Study Toursl Delegation Visits 2014 

Approved 

.. Kasetsart University, Thailand 

.. Pyeonchang Olympic Committee Delegation, South Korea 

.. Councillor, Salmo, BC 

.. Fantasia Holdings Group, China 

.. Consulate General, South Korea 

.. Guangzhou Social Work Party Committee, China 

.. Korean Culture and Tourism Division, South Korea 

.. Teocheu Delegation, China 

Not Approved 

.. Hohhot Municipal Government, China - required staff not available 

.. Top Western Cultural Exchange Inc. - required staff not available 

.. Weifang City, China - request was to establish a Sister City relationship 

.. West Africa Sustainable Development Group - not followed through by delegation group 

.. Shanghai Municipal Cultural Market Department, China - required staff not available 

.. Bangkok Metropolitan Administration, Thailand - referred to Vancouver Costal Health 

.. Consulate General of Vietnam - referred to Richmond Chamber of Commerce 

.. Tour Click YYC Travel Canada Ltd. - short notice 
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.. Fenghua Municipal Government, China - request was for Visa letter 
" Guangxi Province, China - referred to Heritage Canada 

ATTACHMENT 3 

III SmartSoho Business General Association of Canada - required staff not available 
• Tour Click YYC Travel Canada Ltd. - short notice 
• Nanjing City, China - request was for Visa letter 
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