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Organisation of one (1) Final Conference for the presentation of results within the project MediciNet II

“Promoting health on successful grounds: Enhancing hospitals’ cooperation on emergencies”

2. Planning and organisation of the conference

2.1. Selection of time and place for the realisation of the conference

The selected date and time of the conference was the 25 June 2019 at 19.30 (attendance -
registration).

The selected venue of the event was the outdoors pool area of the Hotel Chris & Eve. At
the entrance of the outdoors area the consultant settled a desk secretary to welcome the
attendees and perform registrations. Furthermore, the venue had the necessary projecting
equipment (video projector and projection screen), audio equipment, interpretation
equipment (wireless) laptop, WiFi, etc. The venue was selected after extended
communications with the Contracting Authority, after the written implementation
proposal of the consultant, who confirmed the satisfaction of all requirements.

2.2. Proposal, selection, communication and finalization of speakers

In parallel to the finalisation of the date and venue of the event, the consultant proposed
a list of speakers and moderators for the event to the staff of the Contracting Authority.
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The speakers-moderators were selected based on their specialised expertise and
experience in the thematic field and were finalized by the Contracting Authority. Later on,
the Consultant confirmed the participation of each speaker and briefed them on the details
of their presentation/ speech.

2.3. Graphic design of the conference invitation

The graphic design of the invitation of the conference was drafted by the consultant
(Greek, Bulgarian and English language) and sent to the appropriate staff members of the
General Hospital of Komotini, after confirming that it was fully aligned to the general visual
philosophy of the project. The invitation-agenda was firstly designed in digital format to be
sent electronically to the list of recipients and the Media, while later it was designed in a
two-page card and sent to be printed.

Electronic Invitation-Agenda

Printed Invitation-Agenda
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Poster Banner
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2.4. Sending the invitations and promoting the conference

Invitations of the event were electronically sent to local and regional authorities located
and activated within the area of Komotini and the adjacent Municipalities.

Also, for the wider promotion of the conference, the invitation was sent along with the
relevant Press Release to all local mass media, as listed and confirmed by the consultant in
regional level within this project. The majority of the local media responded to the
announcement and most of them published the event and the Press Release.

2.5. Settling of practical issues (catering services and program, preparation of
conference material etc.)

Catering services, which were provided by the Hotel catering in coordination with the
Contracting Authority in accordance to the contract, included:

=  Provision of catering/coffee break for 50 persons, consisting of (1) hot and cold
coffee drinks, (2) juices, (3) water, (4) sweet treats and cake/ 4 kinds

Furthermore, the Consultant made arrangements to offer a refreshment (cold tea,
lemonade) to the participants as they arrived at the event.

Finally, the consultant placed two project banners (with reference to the project and
programme) at the entrance of the venue.
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3. Implementation of conference

The event registrations took place during 19.30-20.00, while the attendance carried out for
a while, after 20.00.

Prior to that, the Consultant arranged the venue, confirmed that all technical equipment is
in place and arranged the interpretation equipment. Also, the Consultant cooperated with
an experienced interpreter for the provision of Greek-Bulgarian and vice-versa
interpretation services.

During the conference the consultant provided secretary support, providing useful
information about the conference, keeping a participants list, providing the material of the
conference (folder, pen, notepad and brochure).

Within the deliverable archive, the Consultant included the full audiovisual material
comprising the video, photographs in high resolution and audio file of the event.
Indicative photographs of the event are presented below.
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