Organising Events
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CENTRAL EUROPE Programme
15-16 June 2010, Gdansk
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What kind of event?

Project partner
meetings

Briefings
Seminars

Conferences
Panel discussions
Study visits

Field trips

Workshops
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Plan In advance

A Get in your diary early
A Use Intelligent timing
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Messages

A Theme

A Audiences

A Objectives

A What to achieve?
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Programme

Establish programme for event

To get buy -in, good to create an

AAdvi sory Boardo i1 f 1t
event such as a project kick - off

or mid -term event
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Workshop |

Plan your project event. ldentify the
following:

What are your event objectives?

Which audiences do you want to attend
your event? What do they care about?

What kind of event will you organise?
A eg. seminar, workshop, conference, etc.
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Speakers

Politicians, MEPs, Commission, regional politicians,
who else?

A Invitations

A Protocols

A Promote

A Peripheral activities
A Follow -up
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Speakers
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Delegates

Save the date

Follow - up
Putting together lists
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Content

A Brief speakers of expectations
A PowerPoint template
A Set realistic deadlines (enough in advance)
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Event promotion
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Conference material

) EUROPE pinnacle



Conference material

Electronic
rather than
printed

Printed
speeches or
presentations

Brochures Bags/folders Branding




Display stands
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healthclusternet

Using health sector investment to improve
health, economic and social development

www.healthclusternet.org

« piocurement practice that
« employment opportunities for

« capital investment models

+ ptomoting the regional added

Europe's Health Economles' Network

procurement
employment
capital investment
innovation

helps create dynamic businesses
vulnerable social gioups

that are affordable and locally
relevant

value of innovation

www.healthcusternet.org

* Tis INTERFEG 11C peoject competses 13
Burepean regionmal pariness who e werkdng
1ogethis fo mprove the onktutin tat
heskh care sedaor spending makes to
regional develpment.

* Qur pariners come from regional heatth
savkes regonal gvemments and
devehpment sjendes unvorsitie SE
and publc heath netwarks.

* Bach of the fow woskeams corett of cse
study workshops, xdange activities, poliy
forums and regional paitnesship activey.

* Utmatey ceating more dpami and
nciushee regions, thal are competfive i 3
glebal cconery and confrituting to the goaks
of the lisbon Agenda.
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Photography
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Photography
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Photography
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Photography
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Workshop I

Who would you invite to speak
at your event?

How would you promote your
event to your stakeholders?

What kind of conference material
will you need?
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Logistics

Name badges Delegate list Programme
Copies of PPTs Flash drive

Facility map / where to find things
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Staffing

Moderator Technology person

Registration staff
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