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Introduction

The current guidelines are designed to give you a general overview of the issues to be considered when organizing an event concerning information and publicity about Structural funds.

When organising an event the timescale to be used may differ depending on the complexity of your event. Therefore some advice for events organization could be useful to be sure that nothing is forgotten.

How to start
When organizing an event some questions should be addressed:

· What kind of event do we want to organise?

· What is the purpose of the event?

· Who is to attend the event?
· What is the foreseen number of guests?

· Who is the target audience?

· Which location do we intend to use?

· Are we providing any catering services?

· Who are the speakers?
It would be appropriate when starting the organization of an event to establish a small group to make decisions on the issues addressed  above. The organizing group should work in close relationship with the Press Office who can advise on the sort of events which will receive the best media coverage. Depending on the nature of your event sometimes it is advisable to keep all details of your event confidential at the early stages.

One person should be in overall charge of the event. This person is the “event manager”. Also it would be useful to establish an “organizing committee”. Each member staff of the organizing committee should be given specific tasks of which he/her becomes personally responsible.

If your event requires sponsorship, it is important to secure this as soon as possible. It should be noted that securing sponsorship is an extremely time-consuming business and, if it is an extremely large event and the budget permits, it may be best to commission a professional company.

Choosing among the different kind of events

Concerning the first question “what kind of event to organise” we should keep in mind the difference between the different kind of events. The target group to be addressed is important in selecting what kind of event to organise. Events can thus be divided into:

info-days: are organised to publicise individual calls for proposals, in order to explain to the potential applicants everything they need to know about the application process – purpose of the particular call, deadlines, eligibility criteria, necessary documentation, selection and evaluation criteria, public procurement procedures, and other relevant information. They are also a good means for generating interest among the stakeholders, and stimulating them to apply with their project ideas;

congress: is a term applied to a large national or international grouping of people meeting together with common interests or concerns, e.g. an academic conference. It is usually a great visibility event and is organised to debate widely about cultural, political and social issues. The main characteristics are:

· The organisation is complex due to the large amount of audience involved, 

· they can be often repeated

· the cost is high

· they can produce a high level of interest among the media

· they need to be announced well in advance

· they usually last from 3 to 7 days one of which is usually devoted to tourist – cultural activities;

conferences: are similar to congresses and can be described as a meeting of people who “confer” about a certain topic  and who belong to the same organisation or who share  common interests. They are organised for the purpose of networking education or for discussing a topic with a range of speakers or for communicating the results of a specific activity. Conferences can be organised to present to the public with the results of a work carried out by  a research group, to communicate about an Operational Programme. Conferences are usually informal;

press conferences: are frequently organised to inform the public at large, but are addressed to journalists who are a tools to reach the public. The press conference is a media event in where newsmakers invite journalists to hear them speak and, more often, ask questions. There are two major reasons for holding a news conference. One is that a newsmaker who gets many questions from reporters can answer them all at once rather than answering dozens of phone calls. Another is so that someone can try to attract news coverage for something that was not of interest to journalists before. They are usually organised to present a issue which can produce some reactions from public opinion due to consequences of actions which can affect environmental protection, employment levels,  work safety, investment politics. When inviting journalists check that the news you intend to diffuse is really of interest to them in order to avoid that the press conference is considered a waste of time;
seminars: are generally in the form of academic instruction, either at a university, or offered by a commercial or professional organization. They have the function of bringing together small groups for recurring meetings, focusing each time on some particular subject, where everyone present is requested to actively participate. They are essentially places where assigned readings are discussed, questions can be raised and debates conducted. The Communication manager might plan to divide the seminars according to the specific target groups identified (like regional and local administrations, NGOs, etc.). In such a case the information delivered differs according to the target group involved;

press tour: are similar to seminars and are directed to journalists and usually organised within the territory. They are “travelling” seminars, through which the institution informs the journalists about  a specific project through on-site visits which during a normal seminar would only be described with words;

workshops:  these are also training sessions, which may be several days in length. They emphasize problem-solving, hands-on training and require the involvement of the participants. Workshops can be organised for OP beneficiaries on different topics related to the Programme and for the successful implementation of the operations;

a round table: is one which has no "head" and no "sides", and therefore no single person sitting at it is given a privileged position and all are treated as equals. Today, round tables are often used at conferences involving many parties. It is a meeting which involve a limited number of speakers, experts from a specific sector who debate about an issue of common interest. The expertise can be academic or connected to specific aspects of a professional activity. It is usually informal and aims at stimulating  strong interaction between the participants and the public. Thus they are meetings which require a very careful organisation in order to be able to face the problems which may arise;

a symposium: this kind of event gathers research specialists with the aim of debate, within a limited community of  experts in a specific subject, about an issue related to scientific research. It may involve from 50 to 200 participants;

a convention: means "coming together". It is aimed to emphasize the feeling of belonging  to a specific institution and to strengthen the cohesion of the employees. Its aim is usually to inform the participants about the activities and the strategic policies of the organiser. They are frequently used within a firm context for the selling Department or for political organisations. This kind of event is useful to strengthen the institution image both internally and externally;

a fair: is a gathering of people to display or trade produce or other goods, to parade or display animals and often to enjoy associated carnival or funfair entertainment. Activities at fairs vary widely. Some are important showcases for businessmen in agricultural, pastoral or horticultural districts because they present opportunities to display and demonstrate the latest machinery on the market. Fairs are also known by many different names around the world, such as an agricultural show, a carnival, fete or fête, county or state fair, festival, market and show, etc. Flea markets are sometimes incorporated into a fair. They provide a good opportunity to reach specific target of people;

Exhibitions: can be of different types:

Exhibition (equestrian) which involves a sport involving horse and riders 

Exhibition game, a kind of friendly match 

Exhibition hall, where exhibitions are held 

Exhibition (scholarship), a financial award to scholars 

Art exhibition, a presentation of art 

Solo show (art exhibition), a presentation of art by a single artist

As in fairs, also exhibitions are a good opportunity to reach specific target of people.
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Planning an event 

When planning an event a schedule should be followed. First of all it is important to prepare a check-list of things to do. To plan an event means to identify in advance, the tools which are preceded in the correct management. It is useful to create a matrix, a simple scheme in which to identify

· The activity to implement

· The location

· The event manager and the organising committee 

· The time scale

For example if we want to organise an event by the end of May we could draw up the following matrix:

	Activity
	Location
	Responsible
	Deadline
	Staff involved

	Hotel booking for the participants
	Hotel Rome
	Mr White
	 Booking of  20 rooms by the 20th of May
	John



	Publicity materials
	Graphics Sofia
	Mr Green
	15 of May 
	No one


The above information can be considered as basic but everyone should create their own matrix on the basis of their own experience and on the complexity of the event.

The importance of creating a list of things to do is connected to the fact that it allows you to keep many activities at the same time under control. 

The matrix thus allows you to:

· make a clear distinction among the different tasks

· follow and co-ordinate the whole organisational process

· avoid forgetting things which apparently have little importance

· work towards finalisation from a plan.

It is useful to draw up a flow chart  to help follow all the activities in the entire period of organisation

Example of a flow chart:

	Activity
	First week
	Second week
	Third week
	Fourth week

	Drawing up the invitation letter
	Mr White
	
	
	

	Sending invitations
	
	Mr Green
	
	

	Preparation  of Brochures
	
	
	Mr Green
	


Choose preliminary dates for your event

When choosing a date remember to verify:

· Does the proposed date clash with any  other important events in the field in question?

· Is the proposed date close to a bank holiday?

· Does the availability of particular guests (internal or external) impact on the choice of dates?

· In the case of an Official Opening of a site funded by Structural funds, will the construction be completed in time? 


Choose and approach your guest speaker

If your event involves the participation of politicians as speakers or other prominent guest speakers or celebrities, remember that they usually have very busy diaries.
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Selecting a location

In choosing a location to host the event some indications should be followed:

· Make sure it is easy to reach

· Make sure that the basic logistics are easily available

· Make sure that the room can hold all the participants 

· Make sure that central heating/air conditions are working properly

· Distribute a map on how to reach the location

· Give the details of how to reach the location by public transport

· Give the details of how to reach the location by private transportation

Implementation activities

The implementation  activities include:

· Invitations

· Patronage

· Participants/speakers

· Privacy protection

· Participants list

· Mailing

· Follow-up calls

· Room layout

· Gadgets

· Secretarial services

· Catering and banqueting 

Invitations 

Invitations are the communication tools used to “gather” the participants. They provide the basic information related to their presence and effective participation to the event.

They should contain the following information:

· event promoter

· event title

· a short sub-title to give more details

· date and time

· location

· address

· target audience

· titles of the main speeches

· a brief explanations of the event

· sponsors or patronage (if foreseen)

· contact details of the press office

· useful information for the participants (contact details, how to reach the location, participation forums)

Official Invitations must include the logo of the institution organising the event and the EU logo for EU aid-granted projects. 

Patronage

In relation with the kind of event we intend to organise it is important to evaluate the possibility of asking the patronage of the European Commission or of the Representation Office in its own country.
Participants/speakers

It is advisable to ask the speakers for any specific needs for special equipment they might need for their speech. So we will need to make some reminder phone calls about 15 days before the event for following:

· The abstracts of the speeches to disseminate to the participants and the press

· The slides

· The video, to verify the format and what  special equipment to hire for the presentation

· The posters to show, in order to evaluate how large they are and where to hang them

· The hostess requirements

· The translation requirements.

Depending on the event, your invitation list should include a Minister (when appropriate), local public representatives, local business and community representatives and the national and local media. A representative from the European Commission should also be invited if the project is to receive EU grant-aid.

Privacy protection

Whatever tool we use (both printed and via web) it is mandatory for the organiser to declare who is in charge of data protection in order to guarantee the right application of the rules in force.

Participant list

The participant list is the result of joint work between the events organisers and the expert or person in charge of the external relations. The last one has the necessary competence to decide who is the right target group for that specific event and if the event can be considered as part of an integrated communication tool to be included in the general institution communication strategy. The speakers themselves can give a contribution in composing a participant list, indicating some people to invite who might be interested.

Mailing 

Mailing is the most important. Once the participants have been identified, we must verify the data related to the participants, the correct title (Doctor or just Mr, Mrs) if they are men or women, the correct name, mail and e-mail address, to avoid unpleasant situations.

Follow-up calls 

For every event it is possible to identify, within the invitation list, a group of persons who the organiser thinks to be of particular interest for the fulfilment of the event objectives. To guarantee that these people really participate it is advisable to make follow-up calls some days after mailing and several days before the event, in order to verify if they received the invitation and if they are going to participate. It is also an opportunity to inform them know the of  particular relevance of the subject proposed in the event.

Room layout

The room layout regards seating assignment for the different speakers, the most important  participants and the general public. The speaker table must be accurately prepared in a central position and thus at the centre of attention.

The following rules should be followed for the speaker table:

· Speakers name positions

· Glasses, water, and at least two bottles of mineral water one sparkling and one natural.

· Flowers to be located on the table or below in order to be attractive in photographs.

Gadgets

Events funded by Structural Funds provide a good occasion to disseminate gadgets with the EU flag and the project logo which can be easily given out and which contain some basic information about the project or event we want to advertise.

Secretarial Services

The secretary is the central point of the event. The name of the person who is in charge of the entire organisation must be clearly indicated in all official communications with the related telephone, fax and e-mail address. 

Before and during the event it is important:

· to locate the secretarial staff in a good place close to the event room 

· to check that the following is available

· personal computer and a printer for the participant registration

· stationery

· photocopier

· telephone

· fax

· internet connections

Catering and banqueting

As most of the locations for events organisation do not have kitchens it is advisable, to foresee a cold meal or include only one hot meal which can be easily served and kept warm. Make sure that the normal hygienie rules are followed. Before contracting a food service company it is usual to ask for quotes from at least 5 different companies to make comparisons. 

Event Communication

Once the main decisions are taken, it is important to publicise the event through the following actions:

Information Packs

Information packs should be distributed to all attendees at the event. The Information Packs should include background information on the event, the objectives, a timetable of programmes, names and titles of speakers, copies of the speakers presentations, general information and the name and telephone number of a designated person to deal with general enquiries from attendees. If copies of presentations are not available prior to the event make sure that photocopying facilities are available or that you can collect the e-mail addresses and send the presentations to them later. All Information Packs should bear the programme and EU logos.

Advertising 

For the events which foresee the public involvement, a good way to make them known is by placing an advertisement in the local newspaper outlining details of the event, and/or running an advertisement on the local radio. Posters could also be displayed in public offices. All printed material should feature the Programme logo and the EU logo as appropriate.

Web site 

The website should contain the details of the event. The website is useful as a reference and information tool for those attending the event and for the media. Remember to include the internet site address in the invitation letter and in all official publications which are prepared for the event

Promotional material

The basic promotional materials are:

· invitations

· leaflets to be distributed during the event

· posters (in different formats)

· brochures

· and then after the event, aim to distribute some additional promotional materials

Media relations 

Each event should involve the whole media system, included local. It is useful to provide the media with all the information related to the event in order to timely and continuously inform the public. Journalists, Media directors and heads of the editorial staff should be invited to attend the event.

Media Contact list

Prepare a list of media contacts you wish to invite to the event. This list should include representatives from:

· The national & local press, radio & TV, 
· Regional Correspondents for National TV, Radio & Press, 
· Specialised Correspondents for National TV, Press and Radio as appropriate e.g. Agricultural Correspondent, Education Correspondent.   

Follow-up telephone calls to media contacts should be made 2-3 days prior to the event, to remind them about the event and to check if they will attend.

Informing the media

Prepare a list of media contacts you wish to invite to the event. Be clear about the objectives of the event you are organising and the message you wish to convey. Prior to the event, issue a press release to the media, outlining the details of the event: 

The Press Release should provide the following information:

· Where and when the event will take place
· Who will attend
· Names of Speakers/VIP’s/Dignitaries attending  
· Why the event is taking place 

· Explain the project/event within the context of the Structural Funds issues. 

· Where possible provide a breakdown of funding, sources of finance, etc.   

· Invite members of the media to attend.
The press release should also include: 

· a reference to the Programme and to the EU Structural Funds or Cohesion Funds as appropriate.
· the Programme and EU logo as appropriate 

The appointment of a Spokesperson

Nominate a spokesperson from the organisation to carry out all media interviews. The spokesperson’s role is to

· Promote the activity/events being hold
· Explain this to journalists
· Answer questions
Provide the spokesperson with clear information regarding the event, e.g.


· Details of attendees (how many and who)

· Information about speakers

· Objectives of the event

· Importance of the event in a local/regional and national context

In order to fulfil this role, the spokesperson should be fully prepared and briefed on likely questions that they may be asked such as:

· The amount of funding granted to the project

· The aim of the project

· The benefits of the project to the community or beneficiaries
· The spokesperson should be fully aware of the requirements to make reference to the Programme and the support the Government and the European Union where appropriate.

The Press kit

Press kits should be available during the event and should include:

· Copies of presentations and speeches from guest speakers 
· An updated press release providing the following information: 
· What is the action /event

· Who benefits

· Who is responsible

· Where is it taking place 

· Money involved/funding announced

When writing your press release, contact speakers, special guests and your spokesperson for quotes to include in the press release.       
If the event takes place over a two or three-day period, update the press release daily.
Press kits should also include background information on the event and should refer to the Programme and the appropriate EU fund. 

Press releases should also include a contact name, telephone number and mobile number of an individual assigned to assisting the media during and after the event. 
.
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� Remember:











The organisers of information events such as conferences, seminars, fairs and exhibitions in connection with the implementation of operations part-financed by the Structural Funds shall make the Community contribution to these assistance packages explicit by displaying the European flag in meeting rooms and using the Community emblem on documents. 


The Commission's offices in the Member States shall assist, where necessary, in the preparation and implementation of such events.














� Practical advice:





Key points


Politicians usually require a minimum of 3 months notice for events, depending on the nature of the event and the importance of the politician you want to involve. This period may be longer or shorter. Politicians frequently cancel invitations a few days before the settled date. Be ready to replace them at the last minute by thinking about possible alternatives 





Sometimes other guest speakers/celebrities need to be booked a year in advance and some of them also require a fee and travel costs coverage. Remember to include them in your budget.





� Check List on the day of the event





Check that the following is present on the day of the event:


Room Layout


Speakers name places are changed when the speakers change


Water and glasses


Hostess services (for larger events)


EU Flag and National flag








Catering


Be informed half an hour before lunch, when the participants are going to eat





Secretarial Service


Did you print the registration list?


Did you bring the registration forms?


Did you bring enough Information packages for all participants?


Did you bring the press kits?





Information packs


Did you include the event programme?


Did you include a copy of the participants list with the related e-mails?


Did you include a presentation of your company?


Did you include a presentation of the Programme?


Did you include the contact details in case participants would like more information?


Did you include a pen?


Did you include some writing pads to take notes?











� Check List for the invitation:





Invitations should contain the following attachments


The draft of final programme


The contact details


Registration forms








In addition try to:


Avoid being vague. It is important to be precise about the  event location including all the necessary information about how to reach it


Double-check the invitation draft. To avoid sending invitations with mistakes it is recommended to re-read the text the day after the preparation of the first draft and after, have someone else who is not aware of what it going on, check if it is clear and that there are no mistakes.





� Check List for the planning phase





Starting phase





Did you choose the right event for the issue you intend to promote


Does the date interfere with other important events taking place?


Did you book the event room before confirming the date?


Did you include all the speakers? Make a list 


Did you make agreements with the hotels for the participants rooms?


Did you appoint an event manager?


Did you open an internet page on your internet site to devote to the event?








When choosing a location remember to check if the following options are available:


Personal computer 


Number of participants hosted in the meeting rooms


Internet connections


Translation services


Telephone connections


Television


Satellite TV


Air conditioning/central heating


Parking spaces


Possibility of organising a catering services


Wheelchair facilities


Lifts


Tea room, bar


Event room safety standards


Brightness of the room














� Check List of the media contacts:





Contacts with the media


Did you invite the journalists?


Did you send the press release?


Did you include the contact details in the press kit in case they need more information?








Monitoring the media


It is important to assess the success of your event. It may be a good idea to create an evaluation sheet using different forms of criteria. 





Outlined below are some examples: 


  


Number of invitations sent


Number of replies to invitations


Number of attendees: anticipated number  v   actual number  


A short questionnaire/survey for attendees to complete (for conferences and seminars)


Reaction of speakers/dignitaries/VIP’s


Number of requests for further information


Number of public enquiries 


Number of media enquiries


Number of interviews completed


Number of articles/features in the press


Number of photographs published








� Check List for the speakers:





Check the following with the speakers:


In what format are they sending their presentation?


Do they need an hotel room on the day  before and after the speech?


Do they need any translation services


Do they need to be collected at the airport/train?








In addition, remind them to:


Send their material at least one week prior to the event (time can be extended in case of translation needs)


In case they come from another town request that them if they arrive one day prior in order to avoid last minute problems connected to flight/rail delays


Give a time for the speech length (not more than 20 minutes if there are several speakers)
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