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The Implementation Guide for Organizing the Annual Conferences of Black Sea Herb Business
Forum, will provide necessary guidance and recommendations to Project Partners on how they

will “build” and organize the annual conference of the Herb Business Forum.

In order to conduct the HERB Business Forum Conferences, one for each Project countries: Greece,
Moldova, and Armenia, this guide describes a systematic approach to conference planning and its
organization, and provides guidelines for carrying out the major involved tasks for conducting the

events.

This tool will be used also after the end of the Project's lifetime, as it will be a valuable guide for
organizations outside HEGO Project Partnership that will undertake the organization of the

annual Conference in the future.
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SETTING THE OBJECTIVES OF HERB BUSINESS FORUM CONFERENCE

e Define the key features of the event

During the Project implementation, 3 Business Forum Conferences will be organized in order
Project Partnership to support and promote the concept of a conference with increased cross-
border impact and dedicated to challenges, opportunities and trade profile of herb sector in Black
Sea Project countries. The 1st conference will be organized in Greece (Month 18), the 2nd in
Armenia (Month 22) and the 3rd in Moldova (Month 29).

In the process of conference preparation, the responsible Project Partner of each Conference will
mobilize all relevant stakeholders, target groups and end-users in national and Black Sea level. The
events will have audio-visual equipped room, catering services for the participants, schedule,
participants’ list, list of trainer/s, promotional material and announcements in e-media and social
media.

The expected number of participants in each Forum is 60 people interested in herb agricultural
and connected sectors (total 180 for 3 conferences).

Each Project Partner will mobilize all relevant stakeholders, target groups and end-users in national
and Black Sea level and will support the participation of representatives of Stakeholders, in the
Business Forum Conferences.

e Setting the objectives of HERB Business Forum Conference

The objective of the specific Group of Activities T3: Establishment and operation of the network
“Black Sea HERB Business Forum”, are:

1. Development of the thematic HERB Business Forum in Black Sea Basin during and after the end of
the HEGO Project, that will promote networking among Project Partners, herb farmers, herb
enterprises, enterprises connected with the herb sector, trade organizations, exporting
organizations, policy organizations, training centers and educational and research institutes.

The Herb Business Forum will act as a network among Project Partners from the one side and
stakeholders and target organizations that will be identified, attracted and involved during the
implementation of GA1 GA2, GA3 and Communication activities.

2. The organization of Conferences of HERB Business Forum in Project countries: Greece, Armenia and
Moldova (A.T 3.4).

The 1st conference will be organized in Greece (Month 18), the 2nd in Armenia (Month 22) and the
3rd in Moldova (Month 29).

The Group of Activities T3 will contribute to the implementation of HEGO Project Specific Objective

3. “Networking and establishing trade linkages.

The output of the GA3 will be the establishment of operations and tools of the Black Sea Herb
Business Forum, which will operate as a network.
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e Define key requirements of the event

The success of the annual Herb Business Forum conferences, depends upon a number of factors,
including: the conference program, the time and location of the conference; the number of
participants and meeting attendees, the publicity campaign and the post-conference publications,
and the local arrangement and attractions of the local area.

Once the project requirements have been established, host country will initiate preparatory
actions for the event (agenda, context of the event, list of stakeholders, list of participants, event
venue, etc.)

When organizing the event, each organizer will also need to determine how the event will be
measured and evaluated.

TARGET GROUPS

e Defining the Target groups, according to HEGO Project requirements

In the context of the GA3 Implementation, Project Partners will mobilize the organizations
attracted during Group of Activities 1, Group of Activities 2, as well as during Communication GA
(including farmers under the category "Others"). The engagement of the identified target groups is
direct and critical, as the Black Sea Herb Business Forum aims at developing networking relations
with any interested organization connected with herb sector.

The overall engagement of target groups in this GA will be implemented with the following
practices and tools: Project Partners will address to organizations and enterprises from their direct
and wider environment and communicate the establishment of the network via mobilization
meetings (A.T 3.1), information & publicity tools and social media communication tools.

PPs will identify and approach all major relevant stakeholders playing a significant role in herb
sector as well as any interested individual or organization who is interested in participating in the
conferences and follow the HEGO e-Business Portal. Especially for local, regional and national
authorities, sectoral agencies, interest groups including NGOs and business support organisations:
all Project Partners involved preserve direct links and established connections and relations will
such organizations.

The established relations will facilitate Project Partners to effectively attract these organizations to
participate in Forum conferences as well as to follow the HEGO e-Business Portal and provide their
feedback. Especially for individual farmers, SMEs and training centers, similar connections will
facilitate the communication and dissemination of GA3 outputs.

The expected number of participants in each HERB Business Forum Conference of HEGO Project,
is 60 people interested in herb sector and connected sectors (in total 180 participants for 3
conferences). The Project Partner will mobilize all relevant stakeholders, target groups and end-
users in national and Black Sea level, and will support the participation of representatives of
stakeholders, in the Business Forum Conferences.
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Target group involved in the Herb Business Forum Conferences:

. Local public authority;

. Regional public authority;

. National public authority;

. Sectoral agency;

. Interest groups including NGOs;

. Education/Training centre, Universities and schools;
SME

. Business support organisation.
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e The context of target groups involvement

Target group/-s The context of target groups involvement

Local public In the context of GA3 implementation, Project Partners will mobilize public
authority authorities as they play a key role in local development policies, so it is
considered as critical to mainstream the promotional value of Business
Forum into local, regional or national policies.

The engagement of the identified target groups is direct and critical, as the
Black Sea Herb Business Forum aims at developing networking relations
with any interested organisation connected with herb sector.

PPs will identify and approach all major relevant stakeholders playing a
significant role in herb sector as well as any interested individual or
organization who is interested in participating in the conferences and follow
the HEGO e-Business Portal.

Regional public Especially for regional authorities (dedicated offices / departments /
authority directorates / secretariats / managing authorities (e.g. Rural Development
Programme: all Project Partners involved preserve direct links and
established connections and relations with such organizations. The
established relations will facilitate Project Partners to request and have
direct access to reports, surveys, archives, policy documents, and statistical
data that are available from these organizations.

In the context of the Implementation GA3, Project Partners will mobilize
public authorities as they play a key role in local development policies, so it
is considered as critical to mainstream the promotional value of Business
Forum into local, regional or national policies.

The engagement of the identified target groups is direct and critical, as the
Black Sea Herb Business Forum aims at developing networking relations
with any interested organization connected with herb sector.

PPs will identify and approach all major relevant stakeholders playing a
significant role in herb sector as well as any interested individual or
organization who is interested in participating in the conferences and follow
the HEGO e-Business Portal.
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National public With reference to national authorities (dedicated offices / departments /
authority directorates / secretariats / managing authorities (e.g. Rural Development
Programme: all Project Partners involved preserve direct links and
established connections and relations will such organizations.

The established relations will facilitate Project Partners to request and have
direct access to reports, surveys, archives, policy documents, and statistical
data that are available from these organizations.

In the context of the Implementation GA3, Project Partners will mobilize
public authorities as they play a key role in local development policies, so it
is considered as critical to mainstream the promotional value of Business
Forum into local, regional or national policies.

The engagement of the identified target groups is direct and critical, as the
Black Sea Herb Business Forum aims at developing networking relations
with any interested organization connected with herb sector.

PPs will identify and approach all major relevant stakeholders playing a
significant role in herb sector as well as any interested individual or
organization who is interested in participate in the conferences and follow
the HEGO e-Business Portal.

Sectoral agency Sectoral agencies, will be directly and positively influenced by HEGO outputs.
In the context of the Implementation GA3, Project Partners will mobilize
them for the promotion of the value of the Business Forum. The
engagement is direct and critical, as the Black Sea Herb Business Forum
aims at developing networking relations with any interested organization
connected to herb sector.

PPs will identify and approach all major relevant stakeholders playing a
significant role in herb sector who is interested in participating in the
conferences and follow the HEGO e-Business Portal.

Interest groups Interest groups and NGOs will be directly and positively influenced by HEGO
including NGOs outputs. In the context of the Implementation GA3, PPs will mobilize them
for the promotion of the value of the Business Forum.
Their engagement as civil society organizations is precious for the Black Sea
Herb Business Forum which aims at developing networking relations with
any interested organization connected to herb sector.

Education/Training | Education & training centers will be positively influenced by HEGO Project
center and school outputs and they are expected to be involved in all Project activities,
especially in Business Forum as potential members of the network. They will
also be approached and engaged in all networking and consultation
meetings.
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SMEs

Members from these target groups will be attracted for participating in
Business Forum conferences and Cluster concept development via
extended mobilizing and consultation activities.

The HEGO Project will also provide the opportunity to selected SME to have
a special position to Business Forum conferences.

Business support
organization

Business support organizations will be directly and positively influenced by
HEGO outputs.

In the context of GA3, PPs will mobilize them for the promotion of the value
of the Business Forum. They will play an important role to approach other
stakeholders and end-users/end-beneficiaries in the herbs' sector and they
can also promote the HEGO e-Business Portal.

Other

Members from these target groups will be involved in the GA3 Activities, for
participating in HERB Business Forum conferences.
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e National

National events mainly attract participants from the country, with some international participation.
The benefits generated by national events will be primarily for the local population, the national
and community business environment, or the city in which they are located.

Elements of national event:

1. Primarily local participants.

2. Primarily local audience.

3. Limited international media coverage.

4. High level of benefits for the host country

e |nternational

The significant and positive impact of the events performed at international level will contribute to

informing of HEGO
relevant information

Project stakeholders, target groups, and end beneficiaries, by providing
from HEGO Project countries, on how to adapt their business to the new

challenges of agricultural entrepreneurship.

Opportunities for establishing and promoting of multi-lateral cross-border and international
collaboration in the herb sector, and trade links for herb products produced in BSB countries
participating in the proposed Project using ICT, marketing and branding strategies.

An international event includes the following elements:
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1.International events attract and brings together participants from the country organizing the
event and international participants.

2.Has an international audience and generates extensive international media coverage.

3.Have evidence of international interest and; profile on an international platform.

4.Represents an international interest, and has a profile of the Conference on an international
platform, international site, such as the web page on the project, social media, etc.

Further, HERB Business Forum Conferences according to activity A.T 3.4, will be at the international
level, and organized in the next order:

1.The 1st conference in Greece (Month 18),
2.The 2nd conference in Armenia (Month 22)
3.The 3rd conference in Moldova (Month 29).

During the preparation of each conference, the responsible Project Partner will mobilize all

relevant stakeholders, target groups and end-users in national and Black Sea level, and will support
their participation in the HERB Business Forum Conferences.

IMPLEMENTATION METHODS OF THE HERB BUSINESS FORUM CONFERENCES

Conference can be performed in the following format:
e Physically

The HERB Business forum conferences will gather together stakeholders working in the field of
herbs and plant products with commercial value added, and other target groups conducting
entrepreneurial activities related to the herb sector from HEGO project countries and Black Sea
Basin.

The physically participation connects people at different levels. And in this sense, the physical
organization of the event offers to all relevant stakeholders, target groups more opportunities,
encouraging and fostering collaboration between them in national level, and in Black Sea Region.

e On-line

The service used to host the virtual event must be accessible with the technology used in the event
(such as projectors, screen readers) and allow participation of all stakeholders in the project
countries, and in the Black Sea Basin.

Attendees who choose the virtual participation, will be able to register at the conference through
the online platform, and will have the opportunity to participate in real-time livestreams of the
speakers and sessions, with options of direct connection to the event workshops — experiencing
much of the same content at the same time as physically participants from the Conference room.
By conducting the event through online format (platforms, and streaming via social pages), the
events are able to accumulate more participants, and reach more visibility.
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e Mixed type

This type of event is a combination that includes the physical presence of the participants, as well
as the online one. Hybrid events are useful solutions when many of the participants who normally
planned to be physically present at the event, for various reasons such as health, security as well
as Covid 19 pandemic restrictions, may be required to attend the conference in online format.

CONFERENCE ORGANISING PROCEDURES

The process consists of 3 consecutive stages:
e pre-event activities,
e conducting of the event,

e post -event activities.

PRE-EVENT ACTIVITIES

SETTING THE DATE OF THE BUSINESS FORUM CONFERENCE

e Coordination of the date/ period of the event

When selecting the date for the HERB Business Forum Conference, it is important to check if
chosen date does not coincide with other major events or national and religious holidays which will
take place during the same period. In this regard, it is useful to perform the following actions:

1.Contacting the local hotel selected for the Conference, to verify if no other events are
scheduled for the same date;

2.Checking the calendar for major national holidays, and the religious holidays from the project
partner countries (Christmas, Easter);

3.Avoid overlapping the conference with other important international scientific events, in which
target groups or speakers would participate

4. Avoiding the overlap of the event with holidays, or the start of school;

5.To select a potential date of the event and two other alternatives, and proposing them to the
project partners for final approval.

The proposed date for the HERB Business Forum Conference must be officially communicated to
the project partners well in advance, in order to effectively organize and manage the participation
of the target groups from the project partner countries. Once the date of the Conference has been
approved, it will be communicated on the project website, the official website of the host country
of the event and by other means of promotion used in the HEGO project.

e Define the duration of the conference

Each HERB Business Forum Conference will last for one day. When setting conference duration, it
is important to provide time for:
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plenary sessions-presenting the main topics of the conference, which cannot be overlapped with
other activities; symposiums and workshops, business meetings, lunch and coffee breaks, which
may take place during the conference. So, each conference in project countries, will last from 6 to
8 hours.

SELECTING THE CONFERENCE THEME

An important step in organizing the conference is choosing the conference theme. The theme of
the conference is the starting point for the preparation of the concept and conference program,
and serves to integrate all aspects of the herb sector. In order to determine the topic, it is useful to
analyze all possible topics that could be developed, as well as the current topics of greatest
interest to the project partners and target groups, which will create interactions between
stakeholders during the event, and in the future, within Black Sea Basin. The selected theme must
be comprehensive and easily memorable by the participants. The Conference theme should be
commonly agreed by all HEGO project partners, and to represent a high interest to target groups
who are expected to participate.

DEFINING OF THE EVENT ORGANIZATION TEAM

e Establishing the main event coordinator (Country Coordinator in the host country of
the event)

Each expected event, concern selection of the country coordinator, in the country where the HERB
Business Forum will take place. The country coordinator will have an operational role, for
coordinating activities of the conference in host country, and with project partners, during and
after the event.

The country coordinator will communicate with HEGO project partners, regularly, and depending
on the needs appeared in the process of organizing the activities within the HERB Business Forum.

The host country coordinator will be responsible for:

1.Making the conference arrangements with the hotel, conference rooms, IT equipment for the
conference translation services, etc;

2.Management of the activities during the event

3.Elaboration of documentation required during the event;

4.Management of the participants registration at the conference,

5.Monitoring the event promotion in media sources,

6.Managing the activities for preparation of audio-visual content during the Conference.

e Establishing_a coordination contact point for each project partner, participating_in
the Herb Business Forum (1 Contact Point in each country)_

For an efficient communication within Project, each project country will have to establish a contact
point/ 1 coordinator per project partner, responsible for managing activities in its country, and
participating of stakeholders in the conferences, within Herb Business Forum.

10
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To ensure a proper communication between the main event coordinator and project partners
coordination contact point, are accepted the following forms of communication:

1.Email discussions,
2.0n-line meetings, through different platforms (Zoom, Skype, and others),
3.Phone calls.

A main condition in the communication process is the obligation to respond officially, in reasonable
terms, by e-mail, and other forms that can be confirmed by the project partners.

ELABORATING THE CONCEPT OF THE HERB BUSINESS FORUM CONFERENCE

The Concept of the Conference will be performed by main event coordinator from the event host
country. For the purpose to present the context in which the Herb Business forum Conferences
will take place, the concept of the event aims to outline the scope, the event size and complexity of
the planned activities.

The main elements of the Conference concept will consist of:

1.Description of the planned event
2.Project context and common challenges that the Herb Business Forum Conference will
address
3.Determining implementation methods (Type of the event -mixed type)
4.Duration of the event
5.Setting Conference objectives
6.Defining of Herb Business Forum Conference structure
7.Defining the key organizers of the event and project partners
8.Defining of target groups involved. Number of participants expected at the event.
9.Key subjects of the conference
10.Define visibility rules of the event (according to project visibility rules, BSB Program and EU
visibility rules)
11.Technical details.

e Description of the planned event

A summary description of the conference relevance, and mentioning of activities and expected
results of the conference, according to project and Herb Business Forum objectives, will be
realized.

e Project context and common challenges that the Herb Business Forum Conference
will address

A brief overview of the project, and description of the common challenges that herb sector deals
from production to trade within Black Sea Project countries (Greece, Moldova, Georgia, Armenia),
addressed during the Business Forum, are welcome here.

11
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A Black Sea Herb Business Forum Conferences, will be based on the network established among
HEGO Project Partners, stakeholders and relevant enterprises as final beneficiaries and it will be
dedicated in promoting networking, knowledge, experience, training opportunities and innovation
among its members coming (during the Project's lifetime and extended afterwards) from Black Sea
Project countries (Greece, Moldova, Georgia and Armenia). The Black Sea Herb Business Forum will
be annually organized in one Black Sea Project country (during the Project’s lifetime and extended
afterwards) and will invite organizations and enterprises activating in herb sector, from all Black
Sea Project countries aiming at becoming the only cross-border Business Forum dedicated
especially to promotion and trade of herb products;

e Implementation methods (type of the event)

Will be determined according to project requirements, and modality approved by the project
partners. So, the Herb Business Forum Conferences will take place in a mixed format: physically
participation of stakeholders from project countries as well as on-line participation of target
groups, during the event.

e Duration of the event

Each Herb Business Forum Conference from the project countries, will last for 1 full-day.

e Setting Conference objectives

Objectives of Herb Business Forum Conferences is to support HEGO Project Partnership, and to
promote a conference with increased cross-border impact, and dedicated to challenges,
opportunities and development of trade profile of herb sector in Black Sea Project countries.

e Conference structure

The Herb Business Forum Conferences will include of the following stages:

1.Registration of participants
2.Welcome words
3.Plenary sessions
4.Panels, workshops,
5.Round tables
6.Symposiums and thematic exhibitions,
7.Lunch break
8.Presentation of innovative projects and success stories within HEGO Project
9.Local visits
10.Questions & Answers sessions.

o Defining the key organizer of the event and project partners

The key event organizer is responsible for planning, managing, and organizing the conference in
host country.

12
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When a conference organizer is selected, it is important to carefully delineate the area of
responsibility and to establish the deadlines for carrying out the activities. Event organizers is
responsible to perform conference arrangements following the conference objectives and planned
activities, for conducting a success event in its country. In this way, key organizer will prepare the
Concept, will design the Agenda of the event, and will communicate about the HERB Business
Forum to project target groups, project partners, and project stakeholders, promoting of the event
in throw digital tools, and to ensure the proper functioning of the audio-visual equipment during
the conference.

o Defining of target groups involved

During the preparation of each conference, the key organizer will mobilize all relevant
stakeholders, target groups and end-users in national and Black Sea level:

¢ Local public authority

e Regional public authority

e National public authority

e Sectoral agency

¢ Interest groups including NGOs

e Education/Training centre, Universities and schools
e SME

e Business support organizations

The expected number of participants in each HERB Business Forum Conference of HEGO Project,
is 60 people interested in herb sector and connected sectors.

Key subjects of the conference will be around the central topic of the HEGO project, and its specific
objectives. The key subjects of the conference will be proposed by the main organizer of the
conference, in close cooperation with HEGO project partners. Project partners will agree on the
proposed topic, as well as will have the opportunity to contribute to its improvement. The key
subjects of the conference will meet the objectives of the conference, and through content it must
reach the highest level of knowledge and expectations of the participants in the event.

PREPARING THE AGENDA OF THE HERB BUSINESS FORUM CONFERENCE

For the preparation of the event agenda, at the beginning it will be divided into sections, planning
the necessary time for each section, additional topics / speakers, and establishing the intervals
between different activities. The draft version of the agenda will contain information on each
section and expected activity, which will be improved, and and adjusted, if necessary.

e Selecting of the conference Chairperson(s)_of the Conference

During the event a person may be involved as chair one or a few persons familiarized with the
HEGO Project goals, who will be directly involved in the Conference activities.

The chair person(s) should be a widely known person, having ability for leadership for
accomplishing tasks on time and experience in coordinating of events.

13
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The person delegated to the position of chairperson should have an expressed interest in chairing
the conference and sufficient time to organize a successful Herb Business Forum Conference and
promotion of conference in its country. For this purpose, each chairperson must have access to
conference materials.

e Selecting the conference moderator

Each panel and workshop of Conference will be moderated by a person from the host country of
the event. These tasks can be handled by knowledgeable, skillful persons, capable for managing
the workshops, As well as the ability to involve non-professional participants during the workshops,
and to generate interactions between participants.

e Selecting the virtual manager/assistant to guide/ help the virtual audience.

The virtual event manager will have the function of coordinating communication between event
speakers and online participants. In this sense, the virtual assistant of the event will be able to
process and transmit the questions to the speakers and participants of the conference in physical
format, and will ensure that the image of the online event is clear and involves the participation /
interactions of the virtual audience. (questions & answers).

¢ Defining of event speakers/ and expected subjects

The main organizer of the event, will attract experts and professionals from project country, and
will select topics for plenary session, panels, and workshops.

e Setting the workshops topics/ sessions/ panels

An important planning decision concerns elaboration of Conference structure, defining of panels
and workshops during the event. In this order, in each conference will be attracted and selected
the relevant speakers and participants. For each sessions, panels, workshops, round tables and
thematic symposiums planned during the event, will be set the number of speakers according to
the time available. All workshops, round tables and planned meetings within event will precede the
plenary session of the conference.

e Establishing_the number of speakers at the conference from the project partner
countries

The conference Key organizer, will set a number of speakers for each panel and workshop, and will
communicate technical requirements for the on-line presentations.

INVITATION TO EVENT

An event invitation is a way to attract participants to attend the Conference of HERB Business
Forum of HEGO Project, in Black Sea Basin. Each Herb Business Forum Conference involves active
and passive participants, who must be invited to the event in advance.

14
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In order to follow the Communication and Visibility requirements of the Programme and HEGO
Project, the invitations and materials elaborated for conducting Conferences, in paper format, or
digitally, should meet the visual identity elements of the Black Sea Basin Programme 2014-2020, of
European Union, and of the HEGO Project.

e The Invitation to the event includes essential components:

1.Title of the event
2.Details about the evet and providing all the key info about the event
3.Form of event
4.Name of host country and organizers
5.Date, time, location, it will take place
6.Working languages
7.Duration of event
8.Registration link
9.Registration deadline/RSVP
10.Guests may be required to get a copy of the invitation letter, or proof of online registration for
the event

e In the process of preparation of the invitations, will be prepared 2 types of
invitations:

1.General invitation for “key” stakeholders in herb sector, in national language and in English (if

needed).
2.Invitations for the speakers of the Conference, in English and in national languages, (as the
case).

e |nvitations prepared by type of invitee

The invitations will be prepared in dependence of the category of invitee/at the event, and will be
addressed in person to special invitee expected for the event, such as:

1.Chairpersons

2.Project partners

3.Speakers

4.Moderators

5.Participants of workshops and sessions;

e Type of invitation by method of delivery

Physical

The official invitation at conference will be sent to the invitee by post or, transmitted physically.
Invitation will be written in formal language, complying with the requirements of the
Communication and Visibility Manual of Joint Operational Programme Black Sea Basin 2014-2020,
including: Project logo, BSB program logo, and EU logo,
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By mail

In order to announce the event, personal e-mails with invitation will be elaborated and sent to all
target group. Design of email invitation, will be made in compliance with the project design,
including communication and visibility requirements of the BSB Program and Project logo, BSB
program logo, and EU logo.

Digitally/on on-line platforms

A digital way to invite participants and the general public to the event involves creating the event
through the Facebook social page and other platforms, which will contain the visibility and graphics
requirements of the event. Facebook events are a great way to communicate the event to more
people from country and abroad. for promoting and inviting target groups to participate online in
HERB Business Forum Conferences on Facebook social network, it is necessary to create the event,
where to indicate details about the event, time and location, country. To ensure a proper image
according to the project, it is necessary to upload project images with the exact logo and name of
the conference. This method of inviting people to the event is a reliable one, and much easier
compared to standard methods (email, postal letter, etc.).

e Setting_deadlines for registration at the Conference,_and the way for confirming
presence at the event

In order to monitor the registration process as a result of receiving the invitations, it will be set
deadlines for on-line registration, and will be established a modality for confirming the registration
at the event. The registration deadline indicates to participants and speakers until when they can
register to the event. This procedure aims to give some time to the event organizer for logistic
arrangements and coordination of the event. For physical participation in the event, the
registration deadline is set by default 2 weeks in advance, and for participation in online format
registration for the event will be closed one day before the start date.

After submitting the on-line registration format the event, each participant registered in on-line
platform, will receive a registration number by email.

Persons who have confirmed their physical participation by e-mail, telephone or verbal, will be
entered in the participation list, in consecutive order, and will receive a badge which indicates its

position in the event.

LIST OF SPEAKERS AT THE HERB BUSINESS FORUM CONFERENCE

When planning an international conference or event, one of the key elements of success is the
presence of the right speakers.

The speakers usually represent those people, experts, specialists with outstanding experience in
the field, who will set the tone of the event, and can make it memorable for the target groups as
well as will contribute for achieving results during the event and in the future.
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o List of potential speakers

In order to select the speakers participating in the event, a list of potential speakers will be drawn
up, and the necessary information will be accumulated, which will help in the process of preparing
the speakers' topics and presentations for the event.

The list of potential speakers will include the following details:

1.Designated as: Participant / Moderator/ Chair (mandatory),

2.Panel/ workshop (mandatory),

3.Person's name (mandatory),

4.Institution / organization (mandatory),

5.Position/function within the organization, scientific degrees (mandatory),
6.Field of activity/ area of work (mandatory),

7.Contact details: telephone, e-mail (mandatory),

8.Address: city, country, post code (in case of international events) (mandatory).

e The final list of speakers

Based on the example above mentioned, a day before the event, the updated list of speakers at
the event, divided into registration tables according to the sections planned during the event, will
be prepared.

PREPARATION OF THE LIST OF PARTICIPANTS AT THE EVENT

o List of potential participants/ key stakeholders

As an event organizer, the project partner will create a list of participants /key stakeholders to be
invited to the even. One list for each conference, that will contain the following details:

1.Name of participant (mandatory),
2.0rganization/ Institution (mandatory),
3.Position in institution (mandatory),
4.E-mail (mandatory),
5.Telephone (mandatory),
6.Address: country, city (mandatory)
7.Country (mandatory in case of international events),
8.Type of organization (optional),
9.Sector of activity (optional),
10.Other contact details (optional), etc.

e Phone calls to project target group

For communication to potential participants about the invitation to the event, each event organizer
will inform target groups and stakeholders about their invitation at the event, in order to avoid
spam, and to ensure a high attendance / audience at the event.
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e Final list of participants at the event

The final list of participants means the list that is approved for participation in the conference, that
can be updated from time to time in accordance with the last modification.

The final list of conference participants, will contain all categories of stakeholders, and participants,
in physical and online format, who have confirmed their participation, and registered for the event
via link, e-mail, announcement, newsletter, through call — or another way of communicating
participation.

It will serve as Attendance checklist for the event, and the main tool for managing the participants
in the event, because it contains all the information related to their registration, status, type of

participation in the event (physical, online, on the website or Facebook page).

e Post event list of participants

For physical event, will be prepared a list of attendees — that will be signed by the attendees at the
event. For mixed event a similar attendees list for signatures will be prepared and completed. Also,
for final list of event participants, will be generated the list of participants from the online platform.
For virtual events, will be generated the final list of participants from the platform, in online format.

LOGISTIC ORGANIZATION OF THE BUSINESS FORUM CONFERENCE

e Selecting_the location of HERB Business Forum Conference, in a central part of the city,
easily accessible, with a capacity of at least 60 people, and the arrangement of the venue.

The location must have:

1.Conference Room

2.Meeting/Workshop rooms;

3.Seating capacity for the expected number of participants at the conference

4.Registration space (depending on the premises of the venue, number of participants and
restrictions imposed and specific requirements, a dedicated reception/ registration space will
be assured.

5.Wardrobe (near the event hall)

6.Access for people with disabilities

One day before the event it is necessary to check the conference room, and other necessary
rooms during the activities and the necessary equipment (table setting, seats for participants,

press, etc.).

e Technical assurance of the event

Each event will be provided with the necessary equipment for the successful conduct of the event,
such as:
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1.Internet connection, WI-FI (including testing of the Wi-Fi login process)

2.Equipment needed for the event: Laptop/computer with remote control for running slides /
presentations, from a distance, Projectors, screens, interactive whiteboard)

3.Audio and/ or video equipment (Microphones, Video projector with remote control, video-
audio and recording systems, with inhouse or subcontracted). In this process is hecessary to
check sound, lighting, monitors, audio and video quality physically and in on-line format,
compatibility with presentations, and video materials)

4.Photo services during the event.

One day before the event, each organizer will perform the final tests and checks of equipment
needed.

e Preparation of Visibility materials of the conference implies:

1.Stands, Banner, roll-ups;

2.Support materials and Consumables for workshops or practical sessions such as: flipchart,
markers, pens, notebooks, papers;

3.Maps and brochures for promotion of tourism Moldova;

e |nterpreting and translation services

Simultaneous interpretation from English into the national language, and vice versa, must be done
by qualified professionals who know the specific terms of the HEGO project, and that will be used
in the speeches during the conference. from English in national language and from national
language into English.

e Catering services for the participants of the Conference

1.Catering services for the participants (Coffee, tea, juice, water, soft drinks, fruits, aperitifs)
2.Spaces for coffee breaks, etc.

COMMUNICATION AND VISIBILITY OF THE HERB BUSINESS FORUM CONFERENCE

One of the main tasks of the country organizing the conference is to promote the business forum
and to carry out campaigns in order to promote the event and to inform the project target group,
and general public about HERB Business Forum.

Partner organizations will disseminate Project results in different levels: immediate environment
and partners’' networks, direct users and final beneficiaries, multipliers, decision-makers and policy
makers, public at large and cross-border organizations (mainly Black Sea Networks).

Each Project Partner will undertake the communication activities in its country. The information
about the Project's evolution will be directly and con