           Cyprus Tourism Organisation
Stages of successful events* organisation by Cypriots in priority (programming, during and after the event)

*the term event defines conference, delegation, press conference, festival, planned meeting, workshop

→ Composition of Organising Committee of the event, the involvement of all participants from the beginning of the event is very important towards the exchanging of ideas, briefing, prompt and targeted marketing relevant permits and so on     □
→ Imprint of events aims by the Committee  □
→ Preparation of order schedule/speakers/duration/agenda of the event  □
→ Selection of more suitable date/duration of days and hours according to the event (i.e. if it concerns a press conference the most suitable day should be selected/time for television crews and journalists  □
→ Preparation of the event’s budget  □
→ Fund seeking, financing opportunities, utilisation of Incentives Scheme for claiming conferences in Cyprus by the CTO, scheme for providing hospitality by the CTO   □
→ Responsibility distribution for the successful organising and materialisation of the event  □
→ Preparation of sponsorship plans and targeted fund seeking and communication sponsors  □
→ Communiqué and promotion of the event a year in advance in relevant printed and online media, specialised sites, in CTO’s Monthly Events (if it concerns a tourist event matter) briefing of CTO foreign representative offices, information to CTO staff, informing CTO’s website   □
→ Partner selection/organising company if there is a need (DMC, Professional Congress Organiser and or travel agent where applicable)  □
→ Research, selection, and reservation of most suitable establishment according to the nature of the event, the nationality of the participants (according to preferences, religion, habits, and their culture) the number of participants and kind of procedures that shall be conducted (for example Theatre style, classroom style, business to business meetings, panel, podium, pavilions, kiosks and promotional products, services and so on), access to the airport and areas of residence especially of foreign guests 
The establishment should include the applicable conference equipment, correct sound, it must provide access to persons with moving disabilities and other special needs, provide areas for the media – cameras, fully air-conditioned, (wireless) internet access, cloak room, coffee break/catering should bind with event accordingly, great preference should be given to Cyprus produce and especially good quality Cyprus wine.  When product fair/services available, it would be advisable the tables be laid with long table cloth linen so that boxes are hindered with the extra literature. Dimensions should be available for decorative flowers, banners and so on □
→ Preparation with lists of group targets invitees.  Usually the presence of a distinguished personality from and to the airport and the areas of events and entertainment programme and so on   □
→ Co-operation with speakers – omission of overlapping, language of conference and politics should be taken in consideration in order to avoid misunderstandings checking of speeches and presentations so that these do not exceed the available time, the presentations should be attractive and targeted and possible slides should only include key-words accompanied by attractive photos and not excessive information that may not be read from afar, each head of the panel (where applicable) should be ubiquitously accepted and relevant to the issue and know in advance the presentations of the rest of the participants of the panel for a better co-ordination of the discussion   □
→ Launching of a special site on the event six month at least in advance which will be checked and revised on a daily basis which will include access to online registrations speakers programme, assistance for reservation to the participants and their escorting parties, answers to possible questions, elements of communication of the participants for a possible communication for the arrangement of face to face meetings among participants, presentations and photos after the completion of the event  □
→ Design and send printed and/ or electronic invitations at least a month before the event with all the required information, language of preference in communication of the event, translations with redirection to the website of the event, organisers’ logos, communication fields, sponsors and personal calls made to the participants for a follow up two weeks in advance   □
→ Basic training/information of the main organisers of the event regarding aims of organisation, preferred medium of their presentation during the event and so on   □
→ If business to business meetings schedule and timetable of the meetings should be announced to the participants   □
→ Invitation to the Media and follow up.  Hospitality of journalists and guidance for a better way of promotion of the event  □
→ All material used for the event (invitations, memorabilia, stationary) should be environmentally friendly and or come from recycled material  □
→ Send communiqué 10 days at least before the event to the local as well the international press (where applicable) to the electronic media and right after the completion of the event  □
→ Checking the audiovisual material of the event a week at least before the event and three hours before the starting of the event   □
→ Sitting arrangements and its information should be posted in an obvious spot of the event and sufficient post signing in the area of the event, for registrations/ceremonial/work in progress/possible coffee break designated area/networking/internet access hot spots/lavatory/parking places   □
→ In case where an exhibition of products/services takes place. The participants should be notified by the organisers at least a month in advance the dimensions of the offered area, the available infrastructure, if they can hang promotional material on the walls if applicable and the material suitable for the event.  There should also be asked by the exhibitors to be on the spot at least an hour before the event    □
→ Pre-booking of a photographer for specific times and their guidance for the desired photo shots which should be suitable for various usages such as sent to the press (black and white and usually low resolution) for various important persons who might attend and should be photographed, the date and medium of delivery and their rights of usage   □
→ Placing banners in visible spots of the event, usually behind the speakers panel for taking of a more representative video shots.  The banners should be easily read and include the absolutely necessary information. Use of the same lay out and design of invitation and banner creates cohesion and branding  □
→ Ordering flowers for the decoration of the hall, which bond with the scenery, they should not block the participants view  □
→ Ordering memorabilia for participants and delegations, in relevance to the event’s theme and Cyprus could be placed in their rooms with a welcoming note      □
→ Preparation of a programme for delegations, guided excursions and so on □
→ Promotion of local goods, services, groups and so on through the event  □
→ Welcoming of foreign delegations at the airport in Cyprus (if regarding an event held in Cyprus) and their transport to their hotel   □
→ Info desk secretariat (registration office).  At least one person should be responsible for at least 20 participants, who shall be knowledgeable about issues of the event, places, programme of event, smartly dressed and pleasant appearance. Badges should be alphabetically placed in order to avoid delays and there should be left some unoccupied in case where delegations appear that did not confirm their participation.  There should be folders with the relevant material and so on.  Registrations can be dressed with light music   □
→ Continuous support during the event by a technician and or other person for possible problems with the audiovisual material, presentation, sound, light, temperature, offering water to speakers, changing names and glass at the podium    □
→ Master of ceremony in charge of keeping time limits  □
→ Before the event starts all participants should be asked to have their mobile telephones on silent   □
→ During presentations/lectures/meetings/ or other kind of events there should be no disturbance by other events in proximity or works (i.e. kitchen) of the conference hall/hotel   □
→ Possible speeches, presentations, communiqués, must be made available in advance, during and after the completion of the event for interested parties and especially journalists who shall make certain reports and they lack the time to follow the entire event   □
→ Not to forget to make use of novelty ideas, pleasantly surprised, something that will gain attention and shall remain unforgettable for Cyprus  □
→ Arrange satellite events for the evening (dinner) or other free time activities (such as guided tours activities, knowing Cyprus if the event is held in Cyprus – the CTO can contribute with ideas, literature and guidance)   □
→ Post event evaluation (questionnaires to attendees, organisers report)  □
→ Sending thank you letters to the participants with reference to the revised site as follow up where possible presentations can be uploaded, contact details of the final participants’ list    □
→ Keeping contact to the participants   □
The CTO wishes good luck !
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