PELA

8. ArTAIKH OPOAQOFIA ZYNEAPIOY ( ME OPOYZ NOY EX

EIZATQrH

n.

) 7 : %\
Zuv:-:éplo onuaiver :; @‘o)\)\wv avamnwv rnpog @OM AWV ano@acewv eni
cnpcnvovm)v Cnmtlava» (Ae€ikov Néag E)\)\nVIth I'Acooonq, Mpwiacg)
'Eva véo TOUpIOTIKO»ﬁOYUCI Exel UIOBETNBEl Ta TeAeuTaia xpovia pe UKono va suniouTioel To
TOUPIOTIKO npoiov fﬁ]g Xwpag pag, oToxelovTag Oe eva TOUplOTnKoljaOVTs)\o dwdekaunvng
6lapK€|c1q, uqunq”nmo*rnmq kar MOANGV BeuaTikov nedinv, HE KUplOTEpO TO OUVEDPIAKO
TOUPIOHO. i ; _

Bl v
! !

H EAGSa dev ng‘gna va anoTehel NAEOV aMOKAEIOTIKA npoopidpc') aépwuxﬁq Kai Bepivav
diakonwy, alha vc; givai og BEon va NpoopEPe &va OAOKANPWHEVO c'uvé IaKG NpPoidv Kat va
IKAVONOINOE! TOU . MAgOV anaimnTIKOUG  MEAATES 6|opyavu)vovmq ug anoAuTn  emTuyia
naykoouia Ouvéépig. v 5%
l

Ynapyouv non uleEl-« peoaia Kar JeyaAa ouvedpIakd KEVTPa (GUTovopa ﬁ—os Eevodoyeia) oTig

s it

HEYaAUTEPEC NMOAEIG k;g; Ta SnuoPIAéaTepa vnaoia (ABrva, ©Oe00oaAovikn, gépnm, Képkupa,
POBOC ) Kai MOANG, peyaAa, uwnAol emnédou Eevodoxeia HE 0uvs5p|0|<s<; €YKATACTACEIG ~MoU

guvaywvilovtai sﬂ_c‘uacaa ﬁ ya)\a Eevodoyeia Tng Eupwnng T000 ) 'ﬁi\supaq unodoung 6oo

Kai eninedou FIGPQJ)‘(»Q(; Uﬂl’] V.

»
D, o« 1
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Ta nA€ovekTAPATA Mou kabioTolv TN EAAGSa "eAKUOTIKA" WG ouvedpIaKoO NPoopIoHO Eival :

- O1 13avikéC KAIPATOAOYIKEG GUVONKEG NapEXoOUV TN duvaToTnTa OTOUG OUHHETEXOVTEG
oTa oUVEDpIa va ouvduacouv TNV epyacia PE TIG diakonéc (business and pleasure).

- Eivai 1daviki) yia " 'pre and post conference activities' . O1 HIKPEG ANOOTACEIG
3iVOuV TNV EUKAIPIa GTOUG GUHHETEXOVTEG Va GnoAauoouV TiG (PUCIKEG OHOPPIEG Kal

va Gaupdoouv Ta povadika afloBéara nou Bpickovral i ™mv

ENIKPATEIQ.
- H noAITIOTIKA TNG KANPOVOUIa - €ival TO OTOIXEIO nou &y i T[],xd)'ba 4aql KaTa
N e "

OUVEMEIa TO TOUPIOTIKO-OUVEDPIAKO TNG NPOidV, OE OXECN HE avTa

- Karataooeral oTiC ¢ONVOTEPEG XWPES TNG Eupdnng.
- H yaoTpovouiki ThG napadoor.
- H aopalsia

EninpdoBeTa To AvOpP®AIVO SUVapIk® Mou OTEAEXWVE! TIG TOUPIOTIKEG EMIXEIPNCEIS -
£UNEIPOI ENAYYEAPATIEG OPYAVWOTEG GUVESPI®V, O OMOIOI EXOUV OPYAVATE! HE eniTuxia
HEYAAO apiBuo SlEBVGV ouvedpiwv Kkal Unopolv va ulomoifjoouv kaBe gidoug exdnAwan,

eEaopahifovtag Tnv ayoyn dieEaywyn TnG.

TENOC, OAG TA €NAYYEAUATIKA OTEAEN Kal Of UMAMNAOI OTO X®PO TOU TOUPIOHOU HIAAVE
TouAGyIoTOV pia Eévn yA@ooa. Mpayuatika n ayyAikn yAwooa otnv EAAada eivar * “widely

spoken' ', evd noA\oi pIAave Meppavika, FaAiika, Ionavika kar ItaAika.

“To nA£oV EMITUXNHEVO GUVESPIO Eival auTd kata Tnv S1GPKEIa TOU onoiou Eyivav
Ta AiyoTepa Aaén”.

H emmuyia evoc ouvedpiou kpiveral oTi AenTopépeieg : pia pikpr) kaBuotépnon, éva
akaTaMnAo oEpBIG Tou GaynTou, £va Tunoypagikd AaBog UNopei va ennpedoouv apvnTika Tnv

eniTuyia.
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Ma v ayoyn diopyavwon piag ouvavrnong peyahou apiBpol atopwv gival anapaitnTn n
apuOVIKR) Ouvepyacia MOAAGV avBpmnwv — HE DIaPOPETIKEG eI0IKOTNTEG MPOKEIKEVOU Va
MPOYPANHATIOTOUV, Va GUVTOVIOTOUV Kal Va EKTEAECTOUV OWOTA ONEC EKEIVEC OI EpYATiEG NMOU
anarroUvTal yia Tnv diekaywyn TnG-.

ZevodOyeia, AEPOMOpPIKEG  ETAIPEIEG,  AEWPOPEIa,  EVOIKIATEIG QUTOKIVATWY,  BIEPUNVEIG,
ENIOITIOTIKEC ETAIPEIEC, KAANTEXVIKEG EKBNADOEIG, ETAIPEIEG OMTIKOAKOUOTIKOU gEonAiopoU eival
HEPIKEG HOVO and TIG MMAEKOHEVEG UMNPECIEG MoU anaitouvTal yia Tnv diEaywyn €vog
ouvedpiou.

H unnpeoia unodoyng (Front Office) -évag and Toug KEVTPIKOUG AEOVEG A&iToupyiag Tng
Eevodoxelakic Hovadac- ival Bacikog napayovTag yia T Slapodpewaon Tng EIKOVAG ToU neAaTn
yia To Eevodoyeio, BEBOUEVOU OTI APEVOG €ival N NPOTN «EVTUNWON» TOU neAdTn yia Tnv
GUYKEKPILEVN EMIXEIPNON Kal AQETEPOU ANOTEAEI TOV CUVDETIKO KPIKO LETAEU TwWV NeEAATWV Kal
TWV UNOAOINWV TUNHATWY Tou Eevodoyeiou ( n.x Unnpecia 0pOPWV, ENICITIOTIKOV THNHATWY,

dlevBuvoNG K.T.A )

ZYe5100U0C TOU CUVEDPiOU

a. Moioc givai o popéag diopyavwong Tou Zuvedpiou ?
B. Molog €ival 0 QVTIKEILEVIKOG OTOXOG auToU TOu GUVEDPIOU ;
y. Molog Ba oUPpETACYKE!;
O anavTioeiC oTa avw epwThpata 8a diapop@®OoUV TNV BAcn yia OAEG TIG NEPAITEPW
Siadikaoiec, avapopika HE Tov TOMo SIEEaywynG Kal To €id0G Tou KAaTaAUPaTog, To PEyeBoG Tou
budget, To nepiexdpevo TNG agenda, TIG €UKalpieG avayuxng nou Ba NAAICI®OOUV TO
npoOypapua, akoun kai Tn JIATagn Twv CUVESPIaK®V aIBOUCWV.
Ma éva meeting pe VOTEC anod incentive mMpog TIPAV ToU TUAWATOG NWARCEWV evOEikvUTal
Napapovn o€ £va EMAEYHEVO BEPETPO HE BUVATOTNTEG AVAWUXNG, HETAEU TwV CUVESPIACEWV.
AvtiBeTa, Ta oUvropa, anokaloUpeva  “brain-storming  meetings”  diegayovtal
anoTeAeopaTIkOTEPa péoa oe éva AT business hotel, apol npogavag Ta diaAsippara yia
PUXAYWYIKEG HIKPO-anodpAacelg €ival NePITTA.

'Eva ouvedpio Ba diefayBei anoTeAeopatikd o éva ouvedplakd KEVTPO WE aiBOUTES yia

opadIkéC epyacieg, 1) o€ éva Eevodoxeio nou SIaBETel TV anapaiTnTn ouvedpiakr unodopn.

EMIAOIMH TONMOY AIEZEAIQrHz ZYNEAPIOY 5
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H enmuxnpévn emAoyn evog Tomou yia SieEaywyn ouvedpiou anoTeAel OUVIOTAPEVN MOANWV

napayovtwy.
Mpiv eMIAEYEi 0 NPOOPICHOG NPENEI Va YVOPITOUPE Ta €Eng:

« TiC NUEPOUNVIEG TOU ouvedpiou. ¢ Tnv NpoBAENOpEVN OUHPETOXR AN Nou £pYovTal O
NEPICOOTEPOI CUHLETEXOVTEG *©a NPENE! 0 XMPOG TNG CUVAVTNONG va evalaooetal ? oTi
£i50UC SIapovr UNopoUV va MANPOOOUY O CUHLETEXOVTEG;

« Oa npénel 0 X®pog dlapovig va BewpnBei onpeio ekkiviong yia Tagidia / ekOPOHES NPIV Kal
HETA TO OUVESPIO; e MoIEG gival of MPOBAENOHEVEG aVAYKEG OE dwudaTia, GMEG aveoelg Kal

UNNPECIES;

Fevika o1 npoiinoBEcelg yia va npoTipnOEi évag Ténog yia Tn dicEaywyr ouvedpinv |
KOl GUVAVTIOEWV Eival 01 akOAOUBEG :

To k6oTOC : To KOOTOG yia TV Npayparonoinon Tng exdnAwong AapBavera ooBapa
UNOYN OE GUVAPTNON HE TA XPAKATA MOU O OPYAVMTEG — KAl O CULMETEXOVTEG — eivai

diaTeBelpévol va EodEWouV.

H Unap&n ouvedpIaknG UNOSOUNG : Zuvedpiaka KevTpa f §Evodoxeia HE TNV KATAMNAN
unodopn. Eival npoTipdTEPO N KpaTNOn Twv dwiaTiwv va yivel oto Eevodoxeio nou Ba
npaypatonoinBei n ekdnAwon. ETol kepdileral moAUTIHoG xpdvog, O xpovog nou 6Ba
eFoikovounOei yia peTakivhoelg PeTa&l Tou Eevodoyeiou kal Tou ouvedpiakol KEVTpOU eival

MOAUTIHOG Yia XaAdpwaon R yia GA\eG dpacTnpioTnTEG
H e0koAn npoopBaocn
To image Tou npoopiopol : O npoopicpoi pe " "idiaiTepn aiyAn’ " ival EAKUCTIKOTEPO.

A%100€arTa, duvaroTnTa yia diaokEdacn Kai avaypuxn
(pre and post conference activities) : MMepIOXEG HE diagopa

aflobéaTa ONwe apxaia Pvnyeia, HOUCEid, GUOIKF OHOP@IG Kal

duvatoTNTa yia  VUXTEPIVA  DIaOKESAON, €XOUV  HEYAAO & w g O ARGES
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ouYKpITIKO NAEoVEKTNHA, kabwg Ba Soouv TNV €ukaipia OTouG OUVEDPOUG Kal yia aMNAeG

5paocTnPIOTNTES TIG NHEPEG TOU ouvedpiou.

6. O1 KAIHATOAOYIKEG OUVONKEG : Eival kaAUTepa TOUG Kalokaipivoug HIVEG va

anoQEUYOVTAl MEPIOXEG HE MOAU (TN Kal avTioTOIXa TO XEIHGVA MEPIOXEG HE noAU kpuUo.

H EMIAOrH TOY XQPOY |

Apgong PETA NPOXWPOUHE oTnv gmiAoyn TOU KaTaAUpaTog,
Aol eniAéyouv Ta niBava kaTaAUpaTa, oTEAVOUHE OTO THAKA NWAAoE®Y Tou Kabevog and
auTa, éva EpWTNHATOAOYIO, TO anOKAAOUPEVO OTNV AHEPIKAVIKN opohoyia «Request for
Proposal (RFP)>.

To EpWTNUATOAOYIO MPENE! Va NEPIEXE! ( eVOEIKTIKA ) :
Huepopnvieg SIEEaywyng Tou ouvedpiou

Tov apiBpd kai TUnoug dwpaTiwv nou 6a XPEIQOTOUV YIa vVa KaAUWouV TiG avaykeg dIapgovng

TWV CUVESPWV.
Tov apiBuo Kai Toug TUMNOUG TV ouvedpiakmv ailBoucmv nou xpeiatovral

Tic NPOOPEPOHEVEG anod To EEvODOxEIo e1dikéc TIpEC ( hotel accommodation, coffee breaks ,

lunches , dinners , welcome cocktails , conference facilities & audiovisual equipment )
Tnv noNITIkr Swpedv SwHaTiwv

Tunoug coffee breaks, yeupatwy, Oeinvov, Bepatikov deinvwy, welcome cocktails &

OeEIWOEWV.
Mia unoTun®dn agenda epyaciv [ CUVONTIKO NPOYPAHHA TwV £pYAcIV Tou ouvedpiou]

KaBc kar onoladhnoTe AAAN onuavTikni nAnpogopia f unnpeoia agopd oTnv SIEEaywyr Tou

ouvedpiou.
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‘000 Mio NAAPES €ival TO NAPANAvE EpWTNHATOAGYIO , TOCO nepioooTePo Ba BonBroel Toug
uneuBlvouc Twv Eevodoyeiwv va anogacicouv yia To av Eival n oOxi ot Béon va

(PIAOEEVIOOUV TO OUVEDPIO.
EAEMXOZ SENOAOXEIQN - ZYNEAPIAKOY KENTPOY

Me Baon TIG anaviAoel Twv EEvodoxeiwv, KATAOTPWVOUHE éva npoypappa &ykaipng
SlepeuvnTiknG eniokewng (site inspection) oe kaBéva and Ta Eevodoyeia mou £xouv

emAéyel wg MBavog xwpog diegaymwyng Tng dlopyavwong.
Tkono¢ TNG ENioKEWNG eivai n €E€raon TnNG kaBoAikig E1koOvac:

o 'EAEyX0G TV dHATIOV & TWV OUVEDPIAKAOV XDPWV

« 'EAEYXOC ENApPKOUC XWPOU YIa TIG NApaMnAEG EKONADOEIG

o XwpnTIKOTNTA / DIACTACEIG AIBOUCGOV

o PWTIOHOG, EEAEPIOHOG, ENEYXOG BEpHOKpaaiag

 Hyopovwon « HxnTikd ouoTnuara

o AlaYwpIOTIKA ® EkBECIaKOG E0NAIGHOG

 AiaBEoIpog EONNIOHOG / UNNPETIEg

« MPOORAcH OTIG KOUTVEG aNd TOUG XWPOUG TWV EMICITIOTIKWY EKONAWOEWY
o AVEAKUOTHPEG » AG(aAEla / NupacPaleia

* YNnpeoiec yia aTopa pe e101KEG avaykeg

e AnodoTaon and Tnv noAn kal To agpodpopIo

e Sx£dIa avakaiviong

« SUPMINTOVTA CUVESPIA - XMPOI Wuxaywyiac, Slaokedaong, oTABUEUONG QUTOKIVATOV

e OepaTIKG NAPTI » EYQAVION Kal OUKMEPIPOPA TOU NPOCWMIKOU

Ta Eevodoyeia S1aBETouV €EEIBIKEUPEVO EVTUNO ) OMTIKO-AKOUOTIKG UAIKO HE NANPOPOPIES Yia
TIC CUVEDPIAKES TOUG BUVATOTNTES, OHWG N €Mi TOMOU ENioKeWn BonBa Tov opyavwTr va exel

KaAUTEPN Kal QVTIKEIMEVIKOTEPN anoyr.

ZYMBOAAIO J
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MeTa TV opIoTIKR EMAOYR TOU X@POU Eekivolv ol diadikaoieg dianpayaTeUoEWy HE
TOV UNEVUBUVO NWANCEWY TNG ENIXEIPNONG, Yia TV UNOypagr Tou anapaitnTou — ypanTou -

oupBoAaiou ouvepyaaiag, To onoio Ba avageper pnTaA :

- Tov apiBpo, Tov akpin TUNO Kal TIC TIWEG dIaVUKTEPEUONG TV dwpaTiwv [ O TIWEG Twv
UNVOdWHATIWY KupaivovTal avaAdywe TwV OUVOAIKOV UMNPECIGV OIiTIONG Kal WMopei va
nepIAapBAvouV MPooPopd COUITMV OE evidieg TIWEG kal opiopéva dwpedv dwpdTia (n
ouvnBéoTepn avaloyia givar 1/20-1/50 avaloywg Tng kartnyopiag Tou evodoxeiou)]

-Tic dwpedv diapoveg,

-AvaAuTIKI} avagopd TwV CUVEDPIGKOV XMPWV, TOU OMTIKOAKoUCOTIKoU €Eonhiopou ( eav
diariBeral and To Eevodoyeio ), dlakdopnaor, kabapioTnTa, acpaieia kai To piodio ailBouowv

eKONAWOEWY

-Tig TIMEG evolkiaong Twv alBoucwv Je§Iwoewy

-Tipég yia dlaAeippaTa kagé - yeupaTa — deinva

-Tig S1adIkaoieG KPATAOEWV KAl NPOKATABOAWY,

-Tov diakavoviouo anonAnpwinG, Kai TNV NOAITIKN aKUPWOEWV.

-Huepopunvia duvaTtoTnTag akupwong dwuaTiov
Mpiv TNV TEAIKN UNOypagn, iowg XPEIaoTel N NPOoONKN OPICUEVAV EIDIKWV CUHPOVIOV
M.X eioaywyn dECUEUTIKAG PATPAG, YIa anayopeuan napdAAnAng @iAo&eviag avaioyou

ouvedpiou and avTaywvioTIKN ENIXEipno.

To gupBoAaio Ba npénel va sival avaluTikO Kal oageC kal ol OPOI ToU NPENEl va ThpouvTal
auoTnpEa kai anod Ta dUo cupBaAopeva pépn ( Tov OpyavwTr Kal To Zevodoxeio ) oUTwg

WOTE va anoPeuxBouv NPoBARKATa Nou WMNopei va eNnPEAcOUV apvnTika Tnv dlopyavwar).

OAa Ta napandvw 6a npénel va eivar otnv 3i1Gson TG Ynnpeosiag Ynodoxng
oUTWG ®WOTE (0E CUVEPYAOIa HE TO TUNHA KPATNOEWV ) va npoBei 0 OAEG TIG

anapaiTnTeG EVEPYEIEG Nou 8a apopouv OE :

7
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-XwoTh Katavoun TUnovdnpatiov

-TIHEG BWHATIOV

-AwpaTa xwpig xpéwon ( Free Policy )

-KaBopiopod Tpoénou nAnpwung

-AvaBaéuion dwpartiov ( Voluntary or involuntary upgrading)
-X€IPICHOG TUXOV UNEPNANPOTNTAG TOU Egvodoxeiou
-MeTakiviion neAarn o dGAAo Eevodoxeio Adyw unepninpoTnrag,

-MeTakivnon neAarn o€ GAAo dwpario

ENEPTEIEZ NMPIN TO ZYNEAPIO

Aol OMOKANPwOEi Kkal n uroypa®rn Tou ouppolaiou Ba nperel va KaTapTioTel  €va
Xpovodiaypappa, To onoio Ba TnpnBei He BpnokeuTikn €uAdPeia NPOKEIMEVOU N KABE
EMIUEPOUC Epyacia — MPOEToINacia va ekTeAeoBel éykaipa kal va pnv UNAapxXouVv AoKOMES

KabuaoTepnOoEIG.

Ma va KaTapTioOUHE TO XPovodiaypappa EKTEAEONG TwV EPYACI®V — Mpiv TO OuVEDpIO -

AapBavoupe un’ oIV Ta €EAG :

e TIC anaithoeig TnG 6AnG exdnAwong

« To 31abéoipo E0NAICHO, UNNPETIES, CUVEPYEIa OpPYAvWONG
« TIC NUEPOUNVIEG EYKATAOTAONG, ANOENAWONG

* TIG NUEPOMNViEG release

e Tnv UNooTAPIEN PaynTou Kal APeYNUATOV / NOTWV

A@oU kabopioToUV Ta Napandvw, yiveral KaTapgepPIoPog TnG pyaciag kal avariberal n

EKTEAEOT TWV EMi PEPOUG EPYACIOV OE CUYKeKpIpéva aTopa. AinAa oe kaBe epyaoia unapxel
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TO OvVopa Tou uneuBlUvou nou Ba TNV BIEKMEPAIDOE! Kal TNV NHEPOHNVIA EKTEAEONG 1

0AOKANPWONG.
AvaAloyo AeNTOUEPEC NPOYpapa Ba npenel va €xEl kal TO OUVEDPIAKO KEVTPO.

TENoG kaBopiloupe TNV NUEPOUNVia yia Npo-cuvedpiakr) evnuépwon Aiyeg NHEPEG NIV TNV

£vap€n Tou kabwg kal TNV HETA-OUVEDPIAKT KPITIKN, SIEKNEPAiWON ApXEIWV KTA
ZYXNH EMANEZETAZH OAQN TQN NAPAMETPQN (follow up) |

>10 dIAoTNKHAa Nou pecoAaBei — and TNV unoypagr Tou CUKPBOAGIoU PEXPI Kal TNV Evapén
TOU OUVEDPIOU — EAEYXOUE TNV NPO0JO TWV EPYACIOV CULPWVA HE TO Xpovodiaypappa kai
enaveEeTaloUPE TOV NPOYPAUKATIONO WG :

* gnave&éTaon oupBoAaiou

e €Nave&ETAoN TOU NPOCWPIVOU NPOYPAKKATOC O OXEDN HE TOUG XWPOUG MOU £XOUV
KpaTnOei

e gnaveleyxog Twv BondnTikwv xwpwv (backup space)

e enave&ETaaon TnNG NOAITIKAG AKUPWOEWY, EKNTMOEWY ano diKalmpaTa Kai Un EAsuong

OUHHETEXOVTWV

ENIKOINQNIA ME TOYZ ZYNEAPOYZ l

FIRST ANNUNCMENT* Initial notification of an event, generally outlining the basic
framework of a meeting; a widely circulated document. Also Called PRELIMINARY
ANNOUNCEMENT.

e H APXIKH EIAOMOIHZH I'TA ENA «TEFTONOZ» MOY MEPIMPA®EI ZE MENIKEZ
FPAMEZ TO BAZIKO MNEPITPAMMA TOY ZYNEAPIOY
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First Announcement of the International Maritime Research and Technology Multi-Conference,
KNOSSOS ROYAL VILLAGE, Hersonissos, Crete, October 15-19, 2001
INTERNATIONAL MULTI-CONFERENCE
On Maritime Research and Technology
EUROCONFERENCE ON PASSENGER SHIP DESIGN, OPERATION & SAFETY
Annual Conferences of the European Thematic Networks
SAFER-EURORO, MARNET-CFD, CEPS & PRODIS
WEGEMT Annual Conference
October 15-19, 2001
ORGANISED BY
National Technical University of Athens (Dept. of Naval Architecture and Marine Engineering)
WEGEMT (European Association of Universities in Marine Technology & Related Sciences)
The European Thematic Networks SAFER-EURORO, MARNET-CFD, CEPS & PRODIS
Following the successful organisation of the 3

rd

International Stability Workshop on contemporary

problems of stability and operational safety of ships in 1997, the Department of Naval Architecture and
Marine Engineering of the National Technical University of Athens is hosting a Multi-conference on
Maritime Research and Technology at the beautiful island of Crete.

The multi-conference consists of the following series of events:

1. EUROCONFERENCE on Passenger Ship Design, Operation and Safety

(October 15-17, 2001) The aim of this conference is to address in depth various contemporary
passenger ship concepts, their design and construction, operation and economy and various regulatory
and maritime policy issues affecting both their safety and economy. This aim is achieved by allowing in-
depth discussion of a

restricted number of invited papers of internationally recognised experts and authorities representing
the whole spectrum of the passenger ship maritime industry, including maritime regulatory and policy

authorities, research and academic institutions.

H aAAnAoypa@ia pe Toug ouvédpoug ( KPAaTAOEIG, ENIBERAIOCEIG KPATIOEWY,
npokataBoAég, napoxr NANPoPoPIAV KTA )

REGISTRATION FORM *

*Document upon which a participant at an event gives all relevant information about
him/herself and his/her intended participation in the conference and associated activities.
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* EVTUNO EYYPAPAG : EYYPAPO HE TO OMoio o ouppETEXWV o€ pia dlopyavwaon Sivel ONEG TIG
OXETIKEG MANPOPOPIEG YIa TOV €aUTO TOU Kal dnAwvel Tnv npdBeon Tou va OUMWETACYXEI OTO
oUVEBPIO Kal OTIG MAPAMNAEG EKBNAQTEIC, TuvhOwG anooTENAETal OTOV opyavwTn Tou
ouvedpiou nAekTpovika ( e e-mail ) 1y pe FAX.
EKTOC and Ta OToixgia Tou OUPMETEXOVTA ( bvopa — enwvupo — BEon KTA ) propolv va
npooTeBolv nepiocdTepa nedia oTo Registration Form Onwc yia napadelypa
-MANpoQPOpIEC yia TNV APIEn Kai TV avaxmpnon TV CUVESPWV Kal TwV OUVOBWV HEADV
( nUepopnvieg — MPEG MTACEWV ) KaBwG Kai av eMOUPOUV TNV WETAQOpA TOug ano 1o
agpodpdpio 1 To Aipavi npog 1o Eevodoyeio kal avTioTpoa.
- TANPOPOPIEG MOU APOPOUY OTNV iapovr} TOUG
- apiBuog kal TUNoG dwHaTIwV
- TiPEg
- Media nou apopolV OTO KOIVWVIKO NPOYPapHa ( ekBPOHES , yeuyara, deinva )
- SUPMANPWUATIKEG MANPOPOPIEG MOU APOPOUV OE TUXOV MPOTIUATEIG N NpoBANUaTa uyeiag
TWV CUPPETEXOVTWY ( vegetarian meals , non — smoking rooms , disabilities )
0 0woTOC OXedIaopdG Kal n éykaipn anooToAn Tou Registration GTOUG unoWRPIoUG CUVESPOUG
glval kaBopIOTIKAG onuaciag yia TNV EMITUXNKEVN OpYyavwan Tng exdnA\wong. 000 NePICTOTEPA
OTOIXEId EUMEPIEXEl, TOOO EUKOAOTEPO YivETaI TO £pyo TnG Ynnpeoiag Ynodoxng ( kai
Tou Tpfparog KpaTtioewv ) Tou Sevodoxeiou 310Ti :
NpoBaivouv éykaipa GTIG ANAPAITITEG KPATHOEIG Swpatiov kal napakohoubwvrag Tnv
pOR anooToAAG Twv registration eival oe B¢on va KAVOUV pia EKTIENON Yia TOV apiBpo Tov
TEAIKQV KpaTRoEwv. ETOl a@evog aneAeuBepwvouv Ta emnAéov dwparia ( ot
MEPINTWON MOU N CUMKETOXN €ival MIKPOTEPN ANo TNV avapevopevn. Eite gpovTilouv ykaipa va
€EaoPaNiooOUV MEPICOOTEPA dWUATIA, OE MEPINTWON Nou N OUPHETOXA UnEpPRel TIG apXIKEG

EKTIMAOEIG TOU OpyaveT.

REGISTRATION FORM
Please complete and return this form, together with your payment, to

Secretariat
THE XVI WORLD CONGRESS OF LABOUR LAW AND SOCIAL SECURITY
P.0.Box 50006, Tel-Aviv 61500 Israel
Tel: 972-3-5140000 Fax: 972-3-5175674 or 972-3-5140077 E-Mail: labourlaw@kenes.com

Please complete this section accurately; the information you provide will allow us to correspond with you efficiently, and it will
also be used for your delegate badge at the Congress.
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Participant

Surname First Name
Title
Address
Street Postal Code City Country
Telephone: Country code/city code/number Fax: Country code/city
code/number
E-Mail
Accompanying Persons
Surname
First Name
Registration Fees
Until July 1, 2000 After July 1, 2000
Participant e US$ 325.- « US$ 375.-
Accompanying Person X [‘6 UsS$ 150.- a uUS$ 150.-

Payment Please indicate amount enclosed and ensure that your fully completed registration
form is sent together with your payment:

Total Fees: 0 Us$

Method of Payment
Option 1: Credit Card -Please note credit cards will be charged in Swiss Francs with the
equivalent US$ rate:

-~ ~ o

Visa | MasterCard - Eurocard ' Diners = American Express

)
.

Number

Expiration Date (month/year)

Name as shown on card:
Surname

First Name

11

Signature (printed form only)

Option 2 -Bank Transfer - with your name and address indicated on the reverse. If payment is made for more
than one person or by a company please make sure all names are indicated and send fully completed registration
forms together with a copy of the bank transfer. Please make drafts payable to : The XVI World Congress of Labour
Law and Social Security and send them to Bank Leumi Le'Israel, Gan Hair Branch, Tel-Aviv, Israel, Account number
654-56160/71 Patam. Bank charges are the responsibility of the payee and should be paid at source in addition to
the registration fees.

Option 3 -Cheque made payable to: The XVI World Congress of Labour Law and Social Security

Enclosed cheque number: Bank:
Please include fully completed registration form.

Option 4 - Western Union Quick Pay

Pay in cash in local currency with Western Union Quick Pay. Take your payment to the nearest Western Union
location and complete the blue Quick Pay form with the following information:

Company name: Kenes Tours

12
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Locale/Code City: KENES, IK

Account Number: Please write Name of Congress

Name/Department: Please write the word "Registration"

Western Union will send your payment to us electronically. For the western Union Location nearest to you, consult
your local telephone directory.

Cancellation Policy

Refund of Registration Fees will be made as follows:

Post-marked prior to July 15, 2000~ full refund (less US$ 40 handling fee)

Post-marked from August 1, 2000 - 50% refund

Post-marked after August 15, 2000- no refund

ENIKOINQNIA ME ZYNEAPOYZ ( MPIN TO ZYNEAPIO )
—FENIKEZ NMAHPO®OPIEZ

ExTOC and To vruno syypa®rg ( Reigistration ) kai yia Tnv KaAuTepn EVNHUEPWON TWV
ouvESpwV BivovTal €MioNG YEVIKEG MANPOPOPIEG OXETIKA HE :

-Tov TOMO TNG dlopyavwong

-To Eevodoyeio 1| Ta Eevodoxeia

-To kAipa

-Tnv diapopd wpag

-Xpnoiua ThAEpwva

-Qpec AerToupyiag Tpanedwv

— Qpec AsImoupyiag kaTaoTnUAaTwy

ka1 avaAuTiké npoypappa ekdnAwoewv ( Social Program )
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ENIZHMO NPOrPAMMA ZYNEAPIOY

LA RS Y A ——_———————

( TO TEAIKO ENIZHMO MPOrPAMMAKaTapTieTal Aiyo npiv Tnv €vapén yid va ano@euyovTal

d10pBwaeig )

Congress The 3-rd Congress of IUATLD, Europe Region organized together
with the 14-th National Congress on Lung Diseases will provide a
Scientific rich programme on lung health and diseases. This programme will
Program address the latest advances in the areas of clinical diagnosis and
treatment, including:
Courses
o 18 major symposia;
Registration « Free communication sessions including 8 oral presentation
sessions, poster discussion sessions and thematic posters;
Congress « 11 postgraduate courses;
venue « 12 evening symposia organised by the industry.
Abstracts
Contacts Main topics of the Congress

Major symposia will be organised covering the most recent topics
on research and clinical practice including:

TB Control in large cities (HIV included)
TB Control in immigrants and refugees
TB control in prisons

TB in children

MDR-TB

TB Control

Treatment

Diagnosis

00N Oy Ulhifd DR
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Moscow 22-26 June, 2004
22.06.04 09.00-18.00 National PGC
23.06.04 19.30 Opening Ceremony in the Kremlin Palace

International major TB and non-TB

24.06.04 08.30-10.30 symposia

10.45-12.45 Plenary session

International major TB and non-TB

26.06.04 08.30-10.30 symposia

10.45-12.45 Plenary session

Thematic symposium & poster session
13.45-15.45 and controversies and major TB and non-
TB symposia

16.00-18.00 Official closing ceremony

Ixediaopog — Napayyelia — Exrinwon Tou Enikoivewviakou YAikoU

Kupiapxo KOppaTI ¢ aQutd Ta <«HIKpG» nNpdyuata anoTeAei  To
ENIKOIVWVIAKO UANIKO TOU OUVEDPIOU O OAEC Tou TIG napalayeg. O
NPOOKAACEIC, Ol EMIOTOAEG, Ta évruna ekdRAwoNG evdlapEPOVTOG, Ta

badges ( 0ovopaoTikéG SlanoTeVoelg), Ta SeATia TUMOU, O KATAXWPNOEIG

kar BéRaia, ndvw an’ OAa Ta ypagikd, Ta banners kar Ta posters. "OAa
auTa npénel va aAnAOCUPNANPMVOVTAI, Va €X0UV eviaia aiodnTIKr, YE TOV AOyOTUNO TNG

ekBAAWONG NAvVTOTE gPavr) kai, BERaia, NnavToTe pe Ta idia xpwuaTa.

rpa@ika Zuvedpiou
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Mpénel va yvopiloupe £ykaipa TIG MPEG APIEEWY Kal avaxwprRoewy yia va gipaoTe og Béon
va kartapricoupe Wia nAfpn ANioTa pE TO MPOYPAUHA TWV QVAHEVOHEVWV apiewv -
avaywphoewv (KwSIKOG agpomopIKAG NTMONG, NPOPAENOUEVN wpa d(plﬁr]q, oTabuog e100d0u

K.AM.), TOV OUVESPWV KaBAG Kal TIG anathoElG TOuG.

AvTiypago Tng AioTag aifewv — avaxwpnoewv npénel va £Xel éykaipa kai To
Eevodoxeio MoTE va yivel opBOG NPoypappaTIoHog NpoeToipaciag Twv dwuaTiwy, allocation
Kal va SIEUKOAUVOE! £TO1 apeVAC HEV TO MPOCWIKO Tou EEvodoxeiou kal apeTépou To check
—in / check — out Twv ouvESPWV.

ITOV KEVTPIKO GEova Tou Esvodoxeiou BpiokeTai r Ynodoxr kal TO NPOCWIKO Nou Tn
OTEAEXWVEL.

And Tn OTIVHH Mou ol aUvedpol apikvoUvTal OE éva KATAAUKA, PEXP! TNV WPa Moy
avaywpolv, To NPoownikod TNG YNodoxng naiel onoudaio poAo oTny Ikavonoinon Twv
avaykwv Toug,

To kaAwodpIopa Tou unalAfAou TNG UNodoxXAG oTov CUVEDPO Hropei va PETaBaAel To
anpdowno KTiplo o€ PIAIKO HEPOG,.

O unaMnAog Sivel NPOCWRIKOTATA OTO EEVOBOXEIO (TO KAVEI EUXAPIOTO 1) BUCAPEDTO).

MNa Tov cUvedpo - neAarn n Ynodoxn €ivai To idio To Eevodoxeio.

Ekei Tov unodeyovTal, Tou Sivouv SwHATIO Kal TRPOUV Tov Aoyapiacuo Tou, aneuBuveTal yia
NANPOPOPIEC, EPWTATEIC, OXOAIA, Napanova, yia To kAeidi, Tnv alnAoypagia kar TeEAIKa yia
TNV €E6(ANCN Tou Aoyapiaopol Tou.

H Ynodoxr, Nou Npoc@EPel anoTEAECHATIKG OAEG TIG NAPANGVE UNNPECIEG,
BonBasi To Eevodoxeio va 1kavonoiei TOug NEAAGTEG TOU OUVEICPEPE! OTNV OHAAY Kal
enikepdn AEIToupyia TNG ENiXEipNONG kai CUMBAAEI ano@aAcIOTIKA OTNV EMITUXNHEVN
dieEaywyr evog TO0O ONUAVTIKOU YEVOVOTOG ONWG To ZUVEDPIO.

EiikdTepa To Npoownikd TnG Ynnpeoiag Ynodoxng Tou Zevodoxeiou npénel va eival oe

B€on va :
EToipGoel 10 yevikO nAdvo unodoxng kai Tnv Karavoun Towv dwpatiov

TOV OUuVvESpwv , divovrag navra nPoOTEPAIOTNTA OTad JwpaTIa TWV

OpyavewT®Vv aAAG ToV NPookKeEKANUEVWV OHIANT®OV TOUu Zuvedpiou.

I
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FrvepiZel ( and TNV _unnpeoia opoewv ) TNV _Karaoraon Twv SWUATI®V

(kaBapidéTnTa , TuXov BAaBes, nmAnpn kai opaAn AsiToupyia OAwvV TV

NAEKTPOVIK@®V CUCTNHATOV)

NMposToipdos: TiIc AVauevouEVEG aQiEeig (pre-registrasion) @ppovrTifovTag va
napéxel Ta uwnAoTepa duvaTtd NOIOTIKA KPITAPIA eEunnpEéTNONG TWV

neAatwv kata tn diadikacia aigng
Na unodex0ei AVAaPEVOUEVEC a®iEEIC ( on site reservations - registrations )

Kai va @povrioel Bfpata o6nwg : O1 Mpwivég apiteic (early arrivals) -
Ainpépeuvoelg (day use) - H Evnuépwaon evtunov, AeATiov-BiBAio acTuvopiag, -
BiBAio kivnong nedatav (B.K.M.) A BiBAio nopTag,

Se MOMEC NEPINTMOEIC— PETA anod 1Bk oupgwvia Tou OpyavwTh Tou Zuvedpiou HE TO
Eevodoyeio - yiveran VIP check In oe 10iaitepo xwpo ( €kTOG Reception ) yia Toug
OUPHETEXOVTEG OTO GUVESPIO, HE OKONO va pnv TaAaimwpolvTal of ZUVedPol MEPILEVOVTAG -

avapeoa aToug GAoUG NENATEG Tou EEVOBOXEIOU - TNV OgIpd Toug oTnv reception.

SuvonTika Ba pnopoloaue va nolue OTi of kUpIeG EnayyeApaTikéG ApacTnpioTnTEG
(main tasks) Tng Ynnpeoiag Ynodoxng eivai:

H epappoyn Twv Siadikaciwyv kpatnong
H Opydavwon NG aQIEng Twv NeEAATOV
H Alaopahion TnG kaTaxwpiong Tou NEAGTN KAl TOU avoiyHaTog Tou Aoyapiacpou Tou

H Aicukdhuvon TnG eykatdotaong Tou nehdm, diaopdahion Tng npodoBacng Tou OTIG

UNNPEDIEC TWV EYKATAOTACEWV JIApOVAG Kal PIAOEeviag
H Afyn HETPWV yIa TNV AOPAAEIa TOU CUVEDPOU Kal TWV NPOTWIKWV TOU AVTIKEINEVWV

H Aiao@alion Tng Ikavonoinong Twv NpoodoKI®V Tou NEAATn
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H AVTILETOMION TV QITAPATOV 1) TOV NAPAnoveV OXETIKA HE TN AEIToUpYia TWV UNNPECIOV
TNC enixeipnong kai UnoBoAn, ev €idel anavrnong, NPOTACEWY eniAuong Twv NpoBANpaTWV

MoU va avTanokpivovTal oTig duvaToTnTES TNG

H Mapoxn CUPBOUAGV KaBmG Kal MANPOMOPIMY TOUPICTIKOU, NONITIOTIKOU Kal NPakTikoU
XapakTnpa

H AlsukOAuvon Twv ouvalhayGv os ouvaMaypa Kar Tng npooBacnG Tou ouvedpou o

dioiknon

H AIEUKOAUVON TNC ENIKOIVMVIAE Tou ouvESpou kai Tng npdoBaong oTa diabéoipa Heaa EVTOG
TOV  eykaTaoTacswv  (TAAéQwvo,  TnAEopoloTumia,  napadooiakod  f NAEKTPOVIKO

Taxudpoyeio...)

H Evnuépwon Tou KaTaAGYoU Twv NAapEXOHEVWV UMNPEDIQV NOU XPNOIHOMOIEl 0 NEAATNG HE

okonod Tnv £kdoan TIHoAoyiwv
H AlaoaNion OTI £yIvav o avayKaieg EVEPYEIEG yia TNV Opyavmaon TNG avaxwpnong

H Epappoyr Twv dIadikacikv avax®pnong kai napakohouBnong Tou GakeAou Tou NeAaTN

PETG TNV avaxwpnor) Tou
H Zuvepyacia pE Ta GAAa THRHATa

H Alao@ahion TG oAOKARPWONG . Twv Epyaci@v npdANYnG, OUVTAPNONG Kal EMIOKEUNG
(UAIKV Kai €EonAiopoU)

H Aievépyeia anoypapng kai SiaTrhpnon Twv anoBepdTmV oe NpoiovTa unodoxnG, NPOUNBEIEg

yia To mini-bar kai eEonAIoWO PIAoEeviag
H Alaxgipion nAnpo@opiwv

H Koivoroinon oTo npoownikd TnG YnoSoxAG Tou Eevodoyeiou Twv NUEPACIWY 0dnyiwv Kai
enaAnBeuon TnG NARPOUG KAaTavononc Toug kai n dlac®akion Ol ol pnAeKOUEVOl UNAANAOI
eKNANPWVOUV Ta KABAKOVTA Toug TNPWVTAG TIG npoPAenodpeveg Sladikaoieg kal AapBavovral

METPA O MEPINTWON KN TAPNONG Twv dIadIkaciwv.
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0 EvToniopdc Twv npoBANUATIKGV KAaTaoTaoewy nou Ba pnopoucav va EMNNPEACOUV TOV €V

AOy® TOWEA UNNPECIMV KAl QVTIHETAMION TNG KaBepIag EexwploTd

H Enefriynon kai dIKAIOAOGYNON TwV anaimioewy Tng dlelBuvong Kal €EunnpETNON TOU

NEAATN HE ANOTEAEOHATIKO KAl EUYEVIKO TPOMO

H AVTIHETOMION £KTAKTWV ) anpoodOKNTWV MEPIOTATIKOV KATa TNV 4@IEn Tou ouvedpou,

AjYn TV MPEPANUEVLV ano@AcE®V Kal avaAnyn ubuvev

H AnoTeAeopaTikn kal Taxeia enikoivwvia pe 6Aa Ta GAAa TpApaTa Tng enIXeipnong ouTwg
®oTe va diaopaNiletal n SpopoAdynan OAwv Twv dIadikaciov yia Tnv IKavonoinon Twv

avaykwv TwV OUVEDPWV.
H Afyn HEPIKVAC yIa TNV €UXAPIOTN SIAHOVE TWV CUVESPWV.

Evnuépwon Tou MeAATn OXETIKA WE Tn Aermoupyia kai Ta wpapia e5unnpeTnong neAaTmy Tng

eniYeipnong kai AenTopepng enekhynon Tng Aeiroupyiag Tng enixeipnong

Mapox) oTov NEAGTN NANPOPOPIGV NPAKTIKOU XApakTpa MPOKEIUEVOU va OpYavACE! Tn

dlapovr| Tou.

O éAeyxog kai n diaopdhion OTI Ta pETpa nou AapBavovral yia TV ac@aleia Tou
OUVEDPOU Kal TWV NPOCWMIKOV TOU QVTIKEILEVWV TRPoUuvTal and OAa Ta Tuhnpara

uUnNNPECIMV Tou Eevodoxeiou.

H KaTavonon Twv avayk®v Tou CUuVESPOU, EVTOMIOHOG TwV MPOCBOKIMY TOU Kal EKSRAWON

eVOIAMEPOVTOC YIa TNV NEPINTWOT| TOU.

H YnoBoAn mpoTacewv Kai spappoyn PETpwv dpacng npog Tnv BIoiknon TNG ENIXEIPNONG
Mou va avTanokpivovTal OTIG NPOCDOKIEC TwV MEAATRV, NApoxn TwV MANPOPOPIWLV Mou
eniBupoly, KaTaypagn TwV AITNUAT@Y TOUG Kal avTaAAayn XPnolhwy NANpopopIOV HE Ta
AA\a TUAPATA UNNPECIMV.
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H MpoAnwn dievéEswv, o kaBopiopog Tng diadikaciag eniluong Tou npoBAnuaTog n
gpappoyr diadikacibv diaxeipiong TnG SiéveEng, npoonabeia SiEuBeTNONG TNG Kai, £(POCOV

OUVTPEXE NEPINTWOT, EVAHEPWON TNG 1EPAPXIAg Kal Twv AOINMY UNNPECIV TNG ENIXEIPNONG

H Mpooguyn, Ot nepinTwon npoPARuaTog, oty avaTepn Babuida Tng lepapxiag ( n.x
YNodIeuBuvTAG ) SIEUBUVTAG avaAoya We T ooBapoTNTa Tou NPOPRAAKATOG ) MPOKEIHEVOU Va
BpeBei AUon kai eniohpavon Kabe npoBANHATOC, OUUNEPIAGHBAVOUEVOV TWV nepiodika

enavaiapBavopevwy npopANHATwy.

H MpoBoAn, npo®enon, NMANCN TV MPOIGVTWV Kal TwV UNNPESIOV TNG ENixeipnong ( Mn.x
MPOTAOT OTOUG OUVEDPOUG- NEAATEG va Xpnaiponoifcouy Ta a la carte enoIMIOTIKG TUAWATA
Tou Eevodoyeiou N kévTpwv SPA 1) UNNPECI®V Massage , KOUHUUWTNPIOU Mou Wropei va

NPOOMEPEI TO TUYKEKPILEVO EEVODOXEIO)

H AnooTOAf XPROIHOU NAnpogopiakol UNIKOU OTOUG OUVEDPOUG- NEAATEG HE OXONAoWO,

KpaTnon 80wy, KAEioIMo pavTeBou
Mapoxn ouvaAAaypaTog
AIEUKOAUVON TOU GUVEDPOU YIa TNV TAAEPWVIKF EMKOIVAVIA TOU HE TOV APHOBIO CUVOMIANTT

EVNUEPWON TOU OUVESPOU OXETIKA HE TA MPOCAPHOCKEVA OTIG avaykeg Tou SlaBeoipa peoa

ENIKOIVOVIAg

EneEAynon Tng Asrroupyiag kai Tou TPOMou XpAong TwV KECWV ENIKOIVWVIAG kal EVOEXOUEVN

napoxn BonBeiag yia TV npayKaTonoinon Twv ev AOYw EVEPYEIDY

Xpnon XepokivTwv Kai/f HNXavoypa@nuévwyv OUuoTNUATWY — dpxeimv OE &vtunn 1

NAEKTPOVIKNA HOP(PI — KATAYPAPRAG TWV NAPEXOUEVWV UMNPECIOV

EEakpifwon TNG £ykaipng Kataypapns TwV UNNPESIQV MOU MApéXovTal OTouG ouvedpoug
ouppwva pe TIc diadikaocieg nou akoAouBouvTal oTo EEvodoxeio kal avaAdywg npog Ta

XapakTnpIoTika TNG dIapovng

Alaxeipion Tou PAakENOU Tou CUVESPOU
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AapBaveTal pépigva yia Tnv €kdoon Tou Aoyapiacpol OUHP®VA HE TOUG CULPWVNBEVTEG
OpoUC kal OUVBRAKeS ( ONWE auTég NpoBAEnovTal and To Npoava@epOpevo cUuPBOAaio nou

Exel unoypaei PeTakl Tou OpyavwTh Tou Zuvedpiou kal Tou Zevodoxeiou )
Alao@AaAIon TG EVAREPWONG TWV AOYIOTIKAV/SIOIKNTIKAV EYYPAPWV
Napouaciaon Tou Aoyapiaciol Tou ouvedpou, dievépyeia Twv dladikaoiwv eionpagng

AlgopdaAion TG AQWNG TWV avaykaiov nANpogopIV Katd Tnv avaxopnon (Tpomnog
anooTOARG TOU TIHOAOYIOU, KaTaypagr) EVTUNMOEWY MOU OUVIOTOUV eVOEIEEIG agoainwong
TOU NEAATN KAM.) A TNG NApOXNG TwV NPOBRAENOUEVWV UMNPECIOV (LETAPOPA AMOCKEUWY,

kAnon Tag&i)

ZnTeiTal anod Tov NEAATN va CUKNANPMOE! TO EpWTNHATOAOYIO IKAVOMoinong GnUEIOVOVTal Ol

avTIdpAceIc/napaTnphoElC Tou CUVESPOU Kai avTIPeTwniovTal Ta arrfparTa/napanova Tou
Aiayeipion TwV avTIKEIPEVWV NOU £XOUV EEXAOE! 0I OUVESPOI

EnonTteia TnG aAnloypagiag, Twv pPnVURATwy, Twv OEPATWV Nou anooTeAlovTal N
napaAapBavovTal yia Aoyapiaopo Tou CuveESPOU KAToMV TnG avaxmpnong Tou, dlacpaAion

TNG NnapaAapng anod Tov oUVEDPOTWVY AVTIKEIMEVWY MoU EEXACE KATA TNV avayxmpnaor) Tou

AnNOXaIpETIONOC TOU OUVEDPOU Kal EEAC0PANICN TG APOCIWONG TOU EVOWE! HIag HEANOVTIKAG

dlapovnig
AvaTpopodoTnon NANPOPOPIGV NPOG TO NPOCWIKO KAl TA EUNAEKOUEVA TUAKATA

EniBAsyn kai Koivoroinon OTOuG avTEPOUG TwV OUCAEITOUPYIMY MoU evTonifovral oTad

ouoTAKMATAa Kai Tov eEoNAICHO NPOANYNG NUPKayiwv

Aappaveral pépipva yia Tn dlaxeipion Twv anofepdTwyv oUTwG WoTe va daopaNioTel n
OUVEXNG Napoxn UNnNPESIQV

AiaBiBaon Twv odnylwv KaTta Tnv alayn Bapdiag pe akonod Tn dlao®alion TnG ouvexoug
Napoxng UNNPECIWV OTOUG OUVEDPOUG,.
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Na onpeiwBei 0TI of napandvw unnpeoieg Ba npénel va npoopépovTal ke Baon Tnv Tnpnon
TWV EKACTOTE Npodlaypapav acpAaAeiag kai UylevAG €pyaciag, molotnTag UAkwv. H
NOIOTNTA TWV NPOCPEPOLEVWV NPOIOVTWV Kai UNNPECI®Y, Ba npénel va SIacpalifeTar pe

pEyIoTn SuvaTr) eniKovwvia Kal oUvepyacia avapeoa o€ MeAATN Kal TOUPIOTIKO KAaTaAupad.

B Eivar npogavéc and Ta napandve OTI N €uxapioTn MpocwnikdTNTa Kai n apTia
enayyehuaTikr) KatapTion evog YnaAnAou Ynodoxng eivar 1BiaiTepa onuavTikn.

. Ynapyxouv Oe YVOOeEIC endvew ot Béuata nou BepeNmvouv  BAciKeG, aAAG
eEEIDIKEUPEVES ENAYYEAUATIKEG YVMOEIG Kal SeGIOTNTEG, ol onoieg Opwg dev alalouv pe TNV
£EENIEN Tou enayyEAUATOG,

. EmnA&éov YVMOEIC Mou KpIvovTal WG anapaitnTeg ival TOoo n yvwon §Evov yAwomv

boo kal n kaAn yvoon Tng AyyAikie ToupioTikig Opoloyiag, moTe va kabioTatar duvatm n

ENIKOIVOVIA PE NEAATEC Kal MPAKTOPES AAWV EBVIKOTATWV Kal XWPDV.

NapaAAnAeg exkdnAwoeic — COFFEE BREAKS FrEYMATA & AEINNA

e ouvepyacia pE TNV ypappareia Tou Zuvedpiou kai TNV Ynodoxrn — £av n
OUPHETOXN TWV OUVESpwV dnAwveral oTnv Ynodoxrn Tou Zevodoxeiou diveral
navra akpiffc apiBudC OCUMPKETEXOVTWY OTaA  AVTIOTOIXA EMICITIOTIKA  TUAPATA  TOU
Eevodoxeiou.

EEetaleral To pevoU, To npdypapua kai Tn Slapdpewon Twv KaBiopdtwv pal pe To

NPOoWNIKO Tou Eevodoyeiou

ﬁﬁ’ﬁﬂ:m .47 EAéyxovrar  or  duvarotnteg  yia  Ta

| fl f’-i h

dlaAeippaTa Kage

O Zuvedpiakodg TOupIopdG €ival pia and TIG NAEOV KEPSOPOPEG HOPPES
ToupiopoU. AUTO OPEIAETAI OTO KOIVGWVIKO-OIKOVOUIKO NPO@IA T@V
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cn'ouwv NnouU CUHHETEXOUV OE CUVEDPIQ, GnAaan aropa e UlpnAo BioTikO £ninedo
nou eivai cuvnBiopéva va anoAapBavouv apioTo eninedo napo DECIWV. [’
auTtod To AOyo OAoI oI NapayovTeg nou Ba oupBalouv oThv .
EMTUXNUEVN Opyavwon  piag  ekdNAwong npemel va
efetalovral ooBapd. 'Evag and auTtolg Toug napayovTes, O
onoiog £xel kaBoploTikd POAO OTNV ENITUXNHEVN £KBaon evog
ouvedpiou, €ival TO Oféua TWV  EMNICITIOTIKOV
exkdNA@oewv nou Ba npayparonoinfolv. OI OpyavwTeG
ouvedpiov Ba npénel va €omidalouv TNV MPoooxn Toug Oxl
pHovo oTtnv  dpmia ouvedpiakr  unodopry  (aiBouoE,
ONTIKOAKOUOTIKOG  €EOMANIOHOG  KAM)  aMd  kal  OTIG  napaMnAeg  ekdnAwoelg  mnou
SiopyavavovTal ota nAaiola Tng Slopyavwong ( welcome cocktails , yeupata, deinva,
enionua deinva, BepaTika deinva K.T.A ). Aev npénel va ANGHOVOUHE OTI OUVEDPIO dev
onupaivel povo epyacia aAAé@ anorteAei cuvduaocpd epyaciag, Yuxaywyiag kai
Sdiaokedaong.

ZYNEAPIAKOI XQPOI ~ ONTIKOAKOYZTIKA MEZA — AIEPMHNEIZ 3

ZuvedpiakEg aibouoeg — Conference Rooms

e XAPAKTNPIOTIKG AIBOUCOV OF: XWPNTIKOTNTA ATOHWV ava TUno dIeubeTnong

e auPIBeaTpika e £dpava oc oxnua M e Edpava oe oxnpa Classroom

AiaoTaceig

e O TETPAYWVIKA PETPA © UYOG aiBouoag » nAaTog aibouoag

Eival onuavTikod, n ouvedpiakr| aiBouoa va gival GveTn, WOTE va pn SnHIoUPYEI apvnTIKn

WUYXOAOYIKT KaTAOTAON OTOUG OUVEDPOUG, |E GUVENEIA TN XaAdpwan Tou ouvedpiou.
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Meeting Rooms

MpOKeITal yia HIKPOTEPEG OE BIACTACEIG aiBOUTEG Kal  XpnaiponolouvTal yia meetings, yia
thematic workshops KTA g pikpd apiBud ouppeTexovTwv. H Siapdpewaon Tou Xmpou Yiveral
avaloya pe TIC anaiThoelg TnG GuvAavTnong.

BonOnTikég ai@ouosq - ASUTEPEUOVTEG XOPOI - Mpageia TnG ypappareiag
BonOnTikoi xwpoi yia coffee breaks —

X®po1 FEEIDCEWV I} HIKPAV ENAYYEAHATIKOV YEUHATOV

TuvhBwe PpiokovTal kovTd oTn ouvedpiakr aifouca Kkal €ival anopovWHEVOI and TG
aifouoeg onou ouxvalouv ol TOUPIOTEG-NEAATEG TOU Eevodoyeiou.

Ta Baocika kpiTHpIa Nou kavouv pia aiBouca kataAAnAn eivai : |

01 AlaoTaoeig TG aiBoucag

H Emdoyn Tng aiBoucac kaBopileTar and Tov apibpd Twv |
OUMMETEXOVTWV. To péyeBog Tou Xwpou dlegaywyng Tng
dlopyavwong Ba npénel va eival avahoyo He Tov apibpo Twv

OUMMETEXOVTWV. MIKpOG apiBuog aTOPwv  CUVENAyeTal  HIKPN '

aiBouoa kai peyakog apiBpog ouvendayeTal Peyain aibouoa.
H Aiapoppwon

H Siapoppwon eEaptartal ouviBwg and Tov apiBud TwV CUHHETEXOVTWV OE OUVAPTNON ME
TIC IAOTACEIC KAl TNV XWPOTa&ikn diaTagn ( KOAWVEG — XWpPioWATa ) TNG OUVESPIAKNG
aiBouaoag,

O EEagpiopog
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AnaiTeital kaAo¢ eEagpiopodc TNE aiBouoac kal anayopeUsTal auoTnpda To KAanviopa KaTta Tn
Slapkela TNG dIopyavwone. € KAaVOVIKEG OUVBRKEG, O eyKEPANOG AEIToupyei apioTa oTav

ofuyovaveral. 'Evac kahd agpifOpevog Xwpog, Xwpig kanvo anoTeAel pia kahf Bacn yi’ auto.

DOTIOHOG
TnuavTikd poAo nailel o KAaTAAANAOG (PWTIOHOG €vOG XWPou, avaloya HE To €doG NG
ekONAwONG,.

ONTIKOAKOYZTIKH KAAYWH ZYNEAPIQN ‘

'Evag and Toug KupiapXoug Kal onupavTikoUg napayovTeg nou kaBopifouv Tnv enituyia A

anoTuyia evog ouvedpiou €ival 0 ONTIKOAKOUGTIKOG EE0NAIGHOG,

O HxnTikoG EEonAiopog - eEapraral ano :
- EpBaddv xmpou (EowTepikoU-EEwTEPIKOU) - AiaTagn xwpou (Beatpikr, oxoAikn, M)
- Hyoypagnon opiAidv - ApiBUO aToPwy oTo panel - AoUppaTa HIKpopwva Xeipog f NETou

ONTIKOAKOYZTIKEZ ANATKEZ

« KataypagpovTai ol npoPAENOPEVEG ONTIKOAKOUTTIKEG avaykeg yia Tnv aptia diegaywyr Tou
ouvedpiou. e Tivovral of avaAoyeC puBMICEIG yia Tov pn undpxovta €EONAIOHO o
kaBopilovTal oI avaykeG OMTIKOGKOUCTIKMV Mapaywywv e kabopifovral ol duvaToTnTeg
napaywyng nou UMApxouv OTO XWPO e OPYavwveTal n napaywyn HeTagl ouvedpiakou

KEVTPOU, eEWTEPIKOU NPOUNBEUTN, ) KAl TOU NPOCWIKOU 0ag

HxnTikn gykaraoraon

'Evac anod Touc onuavTIKOTEPOUG NapdyovTeg EMTuxiag piag ekdNAWONG ivail o NXoG. ZTolxeia
rnou naifouv onuavTikd pdAo atov kahd rixo ivai: 1. To péyebog Tng aibouoag (v n.x. Exel
avTiAalo) 2. O apIBuoC Twv atopwv (€av sival HeyaAog O OXEON HE TO HEYEBOG TNG
aiBouoac) 3. H noidoTNTa TV Pnxavnuatwy (ano@elyovTal JIKpo@wviapoi kal Boppor) 4.

Euneipia Texvikwy, nou XeipifovTal Ta Ynyavnuara
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| ONTIKOAKOYZITIKOZ EZOMNAIZMOZ E

|

1 1

H eikdva kai o AYoc ival auta nou "vruvouv" pia opiNia, pia napouaiaon. Xwpig TV ikdva
kai Tov NAYo, éva ouvédplo Ba nfATrav  adlvato va  npaypartonoinBei.
H owoTr enAoyf TwV ONTIKOGKOUCTIKQV UNXavnUAaTwy anoTeAel Kupiapxo napayovra oTnv

€MITUXia A anoTuxia Tou ouvedpiou.

ONTIKOAKOYZTIKA MEZA ]
Video: Zuokeun avanapaywyng eikovag

A.video VHS: ‘Exel ™ XapnAoTEPN noléTnTa EIKOVAC.
B. video S VHS: BeATiwpévn €kdoon Tou video VHS, €xel KaAUTepn avanapaywyn €iKovag.
I'. video BETACAM SP: KaBapd enayyeAuaTiko, €xel TNV kaAUTepn
noidtnTa IKOVag,
A. video UMATIC LOW BAND 1} HIGH BAND: lMpoyeveéaTepo Tou
video BETACAM, kai pE XaunAOTeEpn MOIOTNTA  EIKOVAG.

E. kaoéta VHS: MMpokelpévou va Asitoupynoel oto video, otnv
TnAedpaon ) oTo video projector, ival anapaitnTo va yVwpiloOUKE TO CUCTNHA XPWHATWV
oTo onoio €ival ypappévn, n.X. PAL, MESECAM, NTSC. Video Projector: Zuokeun
npoBoANg ikovag

MNa Tnv emAoyn Tou cWoToU NPoBoA£a, Eival anapaiTnTo va yvwpifoupe:

A. MéyeBoc kal Uyog aiBoucag  B. MéyeBog 086vng

STNV NEPINTWON NOU To NPo¢ NPoBoAr B&ua gival anod unoloyiaTn, €ival eEAIPETIKA
BonBnTiKO va eEVNUEPWOOUKE TO YPAPEIO ONTIKOAKOUCTIKWY Yia Ta €EAG:

. Kapta ypapikwv A. Av BEAOUE O UNOAOYIOTNG Va Exel KAPTA MXOU
E. Moia sival n avaiuon n.X. 640x480 r) 800x600 ) 1024x768 kAn. diaopeTika dev

Ba pnopoel va ouvdebei e Tov NPoBoAEa

Z. EGv BAoupE 0 UNOAOYIOTNAG Va €ival (pOPTWHEVOG |E KANoIo NPOYpaAupa Kai Je noio.
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H. Eav n napouaiaor pag 6a yivel e P.C. 1) Mackintosh.

Eav xpnoipgonoinooupe video, 8a npénel va yvwpifoupe:

0. Eidoc video I. ZUoTnUa XpWHATWV OTO OMOIO €ival YpaPPEVR N KAoETa
EAv undapyel Ao oTnv napouciaon, TOTE 0 AXOG Tou video Ba ouvdeBel He TNV NXNTIKN

gykataoTaon TG aiouaac, yia kaAuTepn anddoan.

Video Wall: Mnxavnua npoBoAng eikovag

AnoTeAsital and 0BOVEG, MPOCAPHOPHEVEG OTO XWPO , avaloya HE TIG avaykes 'ETol

eniTuyxavovTai Siagopa HeyEDn €Ikovac.

MeTa@paoTikG ouoTAHATA

H npaTn nAnpo@opia nou npénel va 300ei cival o apiBPog Tov YAwoowv nou Ba
HETa@PacBoUV, NMPOKEIUEVOU va unoloyioBei o apiBUOg HETAPPACTIKWY Kapnivav. Edv o
apiBudc Tov yAwoowv sivar peyalog, TOTE Ba npénel va unoloyioBei To set up Tng

aiBouoac.

0 MeTa@paoTikog EEonAiopog eEaprarail ano :

- EpBadov xwpou (ecwTepikoU-eEwTEPIKOU) - AIaTa&n xwpou (Beatpikn, oxoAikr, M kAn.) -
Ap1Bud YAWOoWV Npo¢ PETappacn - ApiBd aTopwy - ApIBHO aTopwy oTo panel -
Hxoypagpnon opiANimV

Video Conference

Eival n Texvohoyia nou emiTpénel Tn ouvavTnon kai
oulnTnon NoAA®V avBpwnwv YeTa&u Toug, evw BpiokovTal
o€ OIAPOPETIKEG NOAEIG ) KAl XWPEG. XPNOIKOMNoIwvTag

video conference, napexeral n duvaToTnTa ol cUVESPOI Kal

Twv OUO NOAEWV va EXOUV Kal €IKOVA Kal NYO.
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\

A/C
AA
AAR

Accommodation

Accompanying Person
Acknowledgement

ACON
Act of God

Adjoining Rooms
Admission Card

Admission Ticket
Advance Deposit

Advance Registration

Affinity Group
Agricultural Meeting

All Suite Hotel
Alteration

AITAIKH OPOAOIIA ZYNEAPIOY

( OPOI NOY ZXETIZONTAI KAI ME THN YNHPEZIA YNNOAOXHZ )

Air Conditioning. See HVAC.
1) Alcoholics Anonymous. 2) American Airlines.

Against All Risks. A term often found in insurance
policies and contracts.

1) Any seat, berth, room, or service provided and/or sold
to a guest, attendee or passenger. 2) Under the Americans
with Disabilities Act (ADA), a step taken to allow a person
with a disability to participate in an event or employment.

Guest or spouse of an attendee.

Written notice that a room reservation request has been
received and is being processed.

Air conditioned. See A/C. See Also HVAC.

An extraordinary natural event such as extreme weather,
flood, hurricanes, tornadoes, earthquake or similar natural
disaster that cannot be reasonably foreseen or prevented
over which a contracting party has no reasonable control,
making performance of the contract illegal, impracticable
or impossible, thus the parties have no legal responsibility
to continue performance of the contract. See FORCE
MAJEURE.

Rooms with common walls, which do not have connecting
doors.

Admission card confirming a booking and registration to an
event. See CONGRESS CARD.

Ticket used for admission to an event.

Amount of money paid to secure a room, facility or service
in advance.

Booking before an event takes places. Allows attendees to
register for an event before it actually takes place. Done
through mail, phone, internet or fax. See PRE-
REGISTRATION.

Group sharing common interest, usually people who are
members of an organization.

An event relating to the production of crops, meat, milk or
eggs.
See SUITE HOTEL.

A change made by the client after any part of the
production process has begun. Usually billed as an extra
charge.
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Alumni Tour

Amenity

American Breakfast

American Plan

American Reception

American Service

Amphitheater

Animation

AP

AQ

Arrival Manifest

Arrival Pattern
Arrival Time

Arrival/Departure Pattern

A TOUR designed for those people who have previously
traveled with a particular tour company. Also Called
REUNION TOUR.

Complimentary items in sleeping rooms such as
writing supplies, bathrobes, fruit baskets, shower caps,
shampoo and shoe shine mitt provided by facility for
guests.

A meal of fruits and/ or juices, cereal, eggs, meat, bakery
goods and hot or cold beverages.

AP. A type of hotel rate that includes the price of the room
and all meals. Also Called FULL AMERICAN PLAN (FAP).
See INCLUSIVE RATE. See Also BERMUDA PLAN,
CONTINENTAL PLAN, DEMI-PENSION, EUROPEAN PLAN,
MODIFIED AMERICAN PLAN.

Stand-up social function with beverage and sufficient food
to replace a main meal.

Food is plated in the kitchen and placed before the guest.
Side dishes are used for bread and butter and salad. Food
is served from the left, beverages from the right, and all
items are removed from the right. This is generally the
service used for banquets. See PLATED SERVICE.

Outdoor facility with a flat performance area surrounded
by rising rows of seats or a grassy slope allowing the
audience to view the performance. The seating area is
usually a semi-circular shape or adapted to the
surrounding landscape.

A technique that creates an illusion of movement when
used in rapid sequence.

American Plan. A type of hotel rate that includes the price
of the room and all meals. Also Called FULL AMERICAN
PLAN (FAP). See INCLUSIVE RATE. See Also BERMUDA
PLAN, CONTINENTAL PLAN, DEMI-PENSION, EUROPEAN
PLAN, MODIFIED AMERICAN PLAN.

Any quantity.

An itemized list of anticipated dates and times of arrival of
group members.

Anticipated dates and times of arrival of group members.

Time or approximate time guests plan to arrive at a
facility.

A description of arrival and departure activities of an
event’s attendees. See MAJOR ARRIVAL. See Also MAJOR
DEPARTURE, GROUP ARRIVALS/DEPARTURES. This
information should be included in the specifications guide
for an event.
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Association Meeting
At-a-Glance Program
Athletic Meeting

Attendance
Attendee
Attrition

Auditorium

Average Room Rate

B&B
B/P
B2B
Back of the House

Back-to-Back

Badge

Bank Guarantee Cash Deposit

Banquet

Banquet Event Order

An event initiated by an association.
Condensed, quick reference version of an event's program.

An event that involves sports or athletic equipment.
Athletes, guests or attendees may be in competition or
demonstration.

Total number of people at an event.
An individual, registered for or participating in an event.

The difference between the actual number of sleeping
rooms picked-up (or food-and-beverage covers or revenue
projections) and the number or formulas agreed to in the
terms of the facility’s contract. Usually there is an
allowable shortfall before damages are assessed.

Room for gathering an audience for speeches, concerts
etc. Often used to name entire facilities, though properly
applied only to the seated portion of the facility in which
the audience is assembled. Typically a building named in
this way will be an arena or theater class building.

1) Mathematical average of a series of sleeping room
rates. 2) The total sleeping room revenue for a given
period's occupied rooms divided by the humber of rooms
occupied for the same period. In this instance the average
is commonly referred to as a hotel's Average Daily Rate
(ADR).

1) Bed and Breakfast. 2) Brandy and Benedictine.

Bills Payable.

Business-to-Business.

A term used in hotels to refer to areas for staff only, as
opposed to the front of the house.

Travel or conference programs operating on a continuous
or chronologically sequential basis so that one group
arrives as another group departs or shortly thereafter.

Identifying sign, tag or emblem worn by event
participants. Sometimes called a nametag.

Payable by the exhibitor to the forwarder, Customs agent,
or official authorities in place of a temporary import bond
to ensure the amount requested is the minimum amount
of import duties and taxes that would be paid in case of
final import.

Formal, often ceremonial, dinner for a select group
of people, often in honor of a particular person.

BEO. A form most often used by hotels to provide details
to personnel concerned with a specific food and beverage
function or event room set-up.
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Bed and Breakfast

BEO

Bermuda Plan

Billing Instructions

Blind Commission

Block

Block

Blocked Space
Booking

Booking Policy

Book-on-Payment

Break

Business Center Services

Cabana

Cabaret Set-up

1) A guesthouse, small hotel or private home that offers
overnight accommodations and breakfast for paying
guests. 2) Sleeping room rate includes breakfast. See
CONTINENTAL PLAN (CP).

Banquet Event Order. A form most often used by hotels to
provide details to personnel concerned with a specific food
and beverage function or event room set-up.

Hotel accommodations with full American-style breakfast
included in the rate. See BED AND BREAKFAST. See Also
AMERICAN PLAN, CONTINENTAL PLAN, DEMI-PENSION,
EUROPEAN PLAN, MODIFIED AMERICAN PLAN.

Notice as to how charges for an event should be handled
and to whom invoices should be addressed.

A commission that is paid by a hotel to a third party that
reimburses for services and comes out of the hotel
sleeping room rate, but is not disclosed to the guests or
the event organizer. Such commissions may fall within
commercial bribery laws and if involve use of interstate
commerce may also be federal law violation. See
KICKBACK.

1) Number of rooms reserved for one group. 2) To assign
space.

1) Total number of sleeping rooms reserved for an event.
2) A number of rooms, seats, or space reserved in
advance for a group. 3) To assign space. See ROOM
BLOCK.

Sleeping rooms, exhibit, event, or other function space
reserved for future use by an individual or organization.

An arrangement with a company for use of facilities, goods
or services.

Guidelines by which a convention center (or other venue)
prioritizes reservations; may correspond to hotel rooms the
event will use in the area.

BOP. Payment guaranteed by travel agency for a package
reserved within cancellation period.

Short interval between sessions at which time coffee, tea
and/or other refreshments are served. See COFFEE
BREAK. See Also ENERGY BREAK, REFRESHMENT BREAK.

Services that will allow attendees to keep in touch with
their office (phone, fax, message, etc.)

Room adjacent to pool area, with or without sleeping
facilities.

Room arrangement with cocktail tables with chairs and a
stage.
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Cash Registration
Cash Reservation
Cash with Order
Casualty

Check-In
Check-In Time

Check-Out
Check-Out Time
Communication Center

Compensation

Complete Meeting Package

Complimentary
Complimentary Ratio

Complimentary Registration
Complimentary Room

Conference

Conference Center

Full payment for anticipated room and tax charges at
registration; credit for incidentals not extended.

Payment with reservation for full or part of stay.

CWO. Payment for goods in which the buyer pays when
ordering and in which the transaction is binding on both
parties.

Rooms that were reserved by attendees but not used;
often refers to “no shows” or last minute cancellations.

Procedure for hotel guest arrival and registration.

Time at which hotel guests may check in and occupy
sleeping rooms.

Procedure for hotel guest departure of their sleeping room
including account settlement.

Time set by facility when hotel guests are required to
vacate sleeping rooms.

Area in a venue for telephone, fax, Internet, telex or
teleconferencing facilities.

1) Payment for a thing of value tendered or a service
rendered, usually refers to base salary plus benefits, bonus
and/or commission. 2) Something, usually in the form of a
monetary payment, that makes up for a loss.

An all-inclusive plan offered by conference centers;
includes lodging, all meals and support services.

Comp. Service, space or item provided at no charge.

The number of rooms provided at no cost based on the
number of occupied rooms.

Waiver of registration fees.

A sleeping room or function room provided to an individual
or organization at no cost.

1) Participatory meeting designed for discussion, fact-
finding, problem solving and consultation. 2) An event
used by any organization to meet and exchange views,
convey a message, open a debate or give publicity to
some area of opinion on a specific issue. No tradition,
continuity or periodicity is required to convene a
conference. Although not generally limited in time,
conferences are usually of short duration with specific
objectives. Conferences are generally on a smaller scale
than congresses.

A facility that provides a dedicated environment for events,
especially small events. May be certified by the
International Association of Conference Centers.
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Confirmation

Confirmation Letter

Confirmation Number

Confirmed Letter of Credit

Confirmed Reservation

Congress

Congress Auxiliaries

Congress Card

Connecting Rooms

Continental Breakfast

Continental Buffet

Oral or written agreement by a facility to accept a request
for accommodation; to be binding the agreement must
state the intent of the parties, the particular date, the rate,
type of accommodations, and the number to be
accommodated; oral agreement may require a credit card
number.

Letter to speakers, acknowledging that a commitment has
been made between the speaker and the organization,
outlining information about the event.

Proof of Registration, i.e., a reservation number that will
be accepted by the hotel holding the room.

A letter of credit, issued by a foreign bank, whose validity
has been confirmed by an American bank. An exporter
whose payment terms are a confirmed letter of credit is
assured of payment even if the foreign buyer or the
foreign bank defaults.

Oral or written agreement by a facility to accept a request
for an accommodation; to be binding the agreement must
state the intent of the parties, the particular date, the rate,
type of accommodations, and the number to be
accommodated; oral agreement may require guest credit
card number.

1) The regular coming together of large groups of
individuals, generally to discuss a particular subject. A
congress will often last several days and have several
simultaneous sessions. The length of time between
congresses is usually established in advance of the
implementation stage, and can be either pluri-annual or
annual. Most international or world congresses are of the
former type while national congresses are more frequently
held annually. 2) Meeting of an association of delegates or
representatives from constituent organizations. 3)
European term for convention.

Those persons who work in the congress’ auxiliary services
and have been identified by the organizer and the
contracted firm (if any) whose names are clearly stated in
a previously prepared register.

Admission card confirming a booking and registration to an
event.

Two or more guestrooms with private connecting doors
permitting access between rooms without having to go
into the corridor.

Light morning meal consisting of pastries, juices, and hot
beverages. Usually served buffet style.

Buffet consisting of pastries, juices, and hot beverages.
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Continental Plan
Corporate Rate

Demi-Pension

Departure Date

Deposit

Double

Double Bed
Double Booking

Double Room
Double Room Rate
Double-Double Room

Downgrade
Early Arrival

Early Registration

Early-Out

e-Key
English Breakfast

A room rate that includes a continental breakfast.

Special rate for sleeping rooms or other goods and
services that is made available to business travelers. These
rates may vary by corporation, depending on the
negotiated agreement.

A rate inclusive of breakfast and dinner, in addition to the
room. In the U.S. and Canada it is called MODIFIED
AMERICAN PLAN (MAP), which means breakfast and one
other meal (usually dinner

Date when majority of event participants check out of a
facility.

An advanced partial payment to secure product or service.
A guestroom assigned to two people.

Bed measuring 53-by-75 inches (135-by-191 centimeters).

1) Reserving space for two groups to use the same space
at the same time and neither can be fully accommodated
as contracted. 2) An organization reserving space in more
than one venue for the same event.

A sleeping room occupied by two persons. The room may
have one or more beds of any type in it.

The price per person for a sleeping room to be shared with
another person.

A sleeping room with two beds that is occupied by two
persons.

To move to a lesser accommodation or class of service.

1) To reach your destination before the appointed date or
time. 2) When a hotel guest with a confirmed reservation
requests to check in to his/her room prior to the scheduled
date and/or check-in time. 3) Arrival prior to arrival of the
majority of the group.

Registration received before a pre-definite date, usually
offering a lower fee.

A guest who checks out of a housing facility (hotel, motel,
etc.) one or more days earlier than his or her scheduled
departure date. Also Called UNDER-STAY, UNEXPECTED
DEPARTURE.

Key used to prevent a guest from entering his/her room.

A large, hearty breakfast that can include juice, hot cereal,
eggs, meat (often fish), pastries with jellies and preserves,
and hot beverages.
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Escort

ETA

ETD

European Plan
Event

Event Site
Exclusive

Executive Conference Center

Exhibit Hall
Exhibition

Exhibition Area

Exhibition Center
Exhibitor

Expected Attendance

Expenses

A person, usually employed or subcontracted (or
independently contracted) by a DMC, who accompanies a
tour from departure to return, as a guide. 2) A person who
performs such functions only at the destination.

Estimated time of arrival.
Estimated time of departure.
EP. A room rate that does not include meals.

An organized occasion such as a meeting, convention,
exhibition, special event, gala dinner, etc. An event is
often composed of several different yet related
FUNCTIONS.

Premises where an event will be held.

Any agreement which limits who may provide specific
products or services under certain conditions to only one
party. A general service contractor, for instance, may have
an "exclusive" in a particular facility, meaning that no
other contractor is allowed to provide the same services or
products in that facility.

A first class conference facility that caters to executive
level events.

Area within facility where exhibition is located.

1) An event at which products and services are displayed.
The primary activity of attendees is visiting exhibits on the
show floor. These events focus primarily on business-to-
business (B2B) relationships. 2) Display of products or
promotional material for the purposes of public relations,
sales and/or marketing.

Amount of floor space occupied by exhibitor. Also Called
BOOTH/STAND AREA.

Venue at which exhibitions are held.

1) Person or firm that displays its products or services at
an event. 2) Event attendee whose primary purpose for
attending the event is to staff a booth/stand.

Total number of people anticipated to attend an event
prior to the event taking place.

All contracted out-of-pocket business costs. These
normally include airfare, taxi-fare, car rental costs, lodging,
gratuities, special phone calls having to do with the event,
meals, and last-minute presentational materials. Expenses
charged to the client should not include anything of
personal nature (i.e. movies, alcohol).
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Extra Overnight Stays

F&B
F&B Service Time

Facility

Fair

Familiarization Trip

Family Name

Family Plan

FAP
Fee

Fee for Service
First Name
Flat Rate

Floor Plan

Food & Beverage

All extra nights spent by the participant other than
overnight event stays.

Food and Beverage.

Specific time at which a food and beverage function, or
segment of a function (e.g., appetizer, entrie, dessert),
should be served.

A structure that is built, installed or established to serve a
particular purpose.

1) Enterprise principally devoted to the exhibition of
products of agriculture or industry. Typically, fairs also
provide entertainment activities such as rides, games and
food concessions. 2) Exhibition of products or services in a
specific area of activity held with the objective of
promoting business.

Fam Trip. Offered to potential buyers of a venue, a
program designed to acquaint participants with specific
destinations or services and to stimulate the booking of an
event. Often offered in groups, but sometimes on an
individual basis.

See Also Site Inspection

Preferred term for use on event housing and registration
forms to indicate the name by which all immediate family
members are known. Same as LAST NAME, SURNAME,

A discount price offered by companies to second and
successive members of families.

Full American Plan. See AMERICAN PLAN (AP).

1) A fixed amount or percentage charged. 2) The cost of
participating in a meeting or event, paid to the
organization conducting the meeting.

The amount charged for providing a service.
Name given to identify individual family members.

Flat rate for which a hotel or motel agrees to offer any of
its available sleeping rooms (with the exception of suites)
to a group. Final assignment of rooms is at the discretion
of the hotel. See RUN-OF-THE-HOUSE RATE.

1) Schematic drawing of an exhibit hall including
dimensions, design, shape, entrances, aisles, numbered
exhibit booth/stands, lounges, concession areas,
restrooms, electrical/plumbing accessibility, etc. 2) Scale
plan of the floor area of a hotel’s event space. 3)
Schematic drawing of a function room with specific
requirements (dais, tables, chairs, etc.) drawn to scale.

Any catered or concession service provided by a facility.
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Force Majeure

Forecast

Front Desk

Front Office

Full House
Group Booking

Group Inclusive Tour

Group Rate

Guarantee

Guaranteed Late Arrival

Guaranteed Payment

Guaranteed Reservation

Guest

An event (e.g. war, labor strike, extreme weather, or other
disruptive circumstances) or effect that cannot be
reasonably anticipated or controlled: a "fortuitous event."

1) To estimate a hotel’s revenues and occupancy situation
on any given date or dates. Used for planning of staffing,
purchasing and budgeting. Does not reflect contract
commitments. 2) To estimate revenues and expenses for a
future event.

1) Hotel registration area. 2) The center of event facility
activities, including registration and cashier services.

The office situated in the hotel lobby, the main functions
of which are: 1) control and sale of sleeping rooms; 2)
providing key, mail and information service for guests; 3)
keeping guest accounts, rendering bills and receiving
payments; and 4) providing information to other
departments.

Closed; filled to capacity.

Reservation for a block of sleeping rooms specifically for a
group.

GIT. Travel program with a special fare and specific
requirements (e.g. a minimum number of persons
traveling as a group throughout the TOUR).

Confirmed rate extended to attendees booking their
sleeping room accommodations as part of a group room
block.

A promise of commitment to provide a minimum amount
of sleeping rooms, F&B, or other revenues. Usually there is
financial liability if the commitment is not met. The final
number of persons to be served is usually required at least
48 hours in advance of a food & beverage event.

Sleeping room that is guaranteed by credit card or
advance payment in the event a guest's arrival is later
than a hotel's pre-determined arrival time

A hotel reservation secured by the guests' agreement to
pay for his room whether he uses it or not.

Pre-paid reservation held until agreed arrival time, or
check-out time the next day, whichever occurs first. Guest
is responsible for payment if reservation is not cancelled.

1) A person who pays for the services of an establishment
such as a hotel. 2) A person who accompanies an attendee
to an event. This person can be a spouse, significant
other, child, etc.
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Hospitality Suite/Event

Host Bar

Hotel Accommodation

Hotel Reservation

Hotel Show
House Wine

Housekeeping
Housekeeping
Announcements
Housing Form
Housing List

Housing Report

HVAC
Invoice

Junior Suite

King-Size Bed

Late Registration

1) Room or suite of rooms used to entertain guests. 2) An
event in the United States usually separate from the
exhibit, in which refreshments are served and exhibitor
personnel and visitors socialize.

Private room bar set up where guests do not pay for
drinks.

Sleeping Room(s) at a hotel and rooming arrangements;
usually specifying the hotel classification in terms of its
amenities, facilities, level of service and cost.

A contract between the hotel to provide a guest room on
certain dates and rate and the guest who agrees to use
the hotel on the specified dates at the agreed upon rate
(and any other terms). If the guest breaches the
reservation contract by being a no-show or failing to
cancel on time, the hotel is owed damages. The usual
term is the payment of one-night's room rate (they
shouldn't charge you if they sell out. They also shouldn't
charge tax unless required by state or local law).

An exhibition held in a hotel.

Brand of wine selected by a hotel or restaurant as their
standard when no specific brand is specified.

Facility department charged with maintaining and cleaning
a venue.

Announcements about schedule changes, locations of
functions, and similar program information.

Hotel booking form provided for event participants.
Includes events arrival and departure dates, type of room
and rate. Also Called RESERVATION FORM.

A list of all guests provided by the event manager detailing
room requirements, special guests, payment method, etc.

Document detailing housing utilization (reservations,
pickup, etc.).
Heating, ventilation, and air conditioning. See A/C.

An itemized bill, including prices, of goods and services
sold or shipped.

A hotel room that features a separate living-sitting area
(although not a separate room), in addition to the
bedroom.

Large bed usually measuring 76-by-80 inches (190-by-200
centimeters). A long king-size bed measures 76-by-84
inches (190-by-213 centimeters).

A booking that is received after the stated deadline,
usually incurring a penalty fee.
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Liability

Liability Clause
Liability Disclaimer

List of Exhibitors

List of Participants

Lobby

Lounge

Low Season

Master Account

Master Bill
Master Key
Medical Meeting

Meeting

Meeting Announcement

Meeting Point

Meeting Profile

Legal responsibility. An obligation to pay an amount in
damages. In a non-legal context, something that is a
negative factor.

Part of a contract outlining conditions of liability.

Legal statement releasing the organization from
responsibility for any arrangements made by attendees
with services listed by the organization (e.g., child care).

List of exhibiting firms, usually with location of their
exhibit. May be arranged alphabetically, by category, or
both and usually lists personnel who will be in attendance.

Register of delegates and accompanying persons attending
an event.

1) Public area which serves as an entrance or waiting area.
2) To engage in actions designed at influencing public
officials toward a desired action.

1) A public room (as in a hotel, club, or restaurant) where
cocktails and other drinks are served. 2) A room or other
area in an event venue designated as a place for
attendees to rest and/or get refreshments.

Period when the demand for a supplier’s product or service
is lowest. Prices general decrease in low season. Also
Called VALUE SEASON. Compare With HIGH SEASON.

A record of transactions during an event where the
resulting balance is paid directly by the group. May include
room, tax, incidentals, food and beverage, audiovisual
equipment, decor, etc. Also Called MASTER BILL.

See MASTER ACCOUNT.
One key that will open function and guest rooms.

An event whose attendees relate to the health care or
medical research industries.

An event where the primary activity of the attendees is to
attend educational sessions, participate in
meetings/discussions, socialize, or attend other organized
events. There is no exhibit component to this event.
Compare With CONVENTION, EXHIBITION, TRADE SHOW,
CONSUMER SHOW.

Leaflet or brochure with essentials about a coming event.

Meeting place in venue for individual appointments of
delegates.

A written report outlining statistics of previous events,
anticipated use of all services, profile of attendees, hotel
occupancy patterns, etc.
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Military Meeting

Modified American Plan

Motel

Motor Coach Shuttle System
Net Net

Net Rate
New Registration

No-Show

Occupancy Rate

Office Suite

Official Opening
Official Reception

Offshore Meeting

An event at which attendees are affiliated with one of the
armed forces, or are suppliers to the armed forces.

MAP. A type of room rate that includes breakfast and one
other meal (usually dinner). See DEMI-PENSION. See Also
AMERICAN PLAN, BERMUDA PLAN, CONTINENTAL PLAN,

EUROPEAN PLAN.

An establishment that provides housing with limited
services for persons away from home. Also Called MOTOR
INN.

A method or plan for an established, orderly transport of
participants by buses between facilities.

Actual cost of a travel program excluding mark-ups or
commissions.

Non-commissionable rate.

Generally, a registration received at the conference and
sometimes incurring payment of a penalty fee. See ON-
SITE REGISTRATION.

Reservation made, but not kept. Any person, group or
exhibitor who fails to appear to claim a meal reservation,
exhibit space or ordered service. Participant did not
attend, nor cancel according to cancellation guidelines; an
exhibitor that does not show up to claim booth/stand
space; a hotel guest who does not honor a reservation; a
speaker/entertainer who does not arrive.

1) In hotel/motel industry, the percentage of total number
of available sleeping rooms actually occupied. Derived by
dividing the total number of rooms occupied during a
given time period (night, week, year) by the total number
of rooms available for occupancy during that same period.
2) Measurement of building use, usually expressed as an
annual percentage rate comparing potential facility
capacity to actual usage.

Similar to a hospitality suite, but geared more exclusively
toward typical office communications services (i.e. phone,
fax, computer, copier).

Ceremony, ribbon cutting, etc. to proclaim event officially
opened.

Reception for conference participants hosted by local or
governmental authorities or other officials.

An event taking place outside of the country of the
originating body.
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On Consumption

On-Demand

Online Registration
On-Site Registration

Open Bar
Opening Ceremony
Opening Hours

Opening Session

Option Date
Organizer

Organizing Committee

Organizing Secretariat
Out of Order
Overbooked

Overnight Stays
Override

Overstay

A term used in food and beverage that refers to the
purchasing option based on the amount utilized by the
group. The organization pays for the food and beverage
based on the actual food and beverage served.

1) The opposite of real-time. 2) Audio and/or video
programming available on a Web site after the completion
of an event, providing this content so Web site visitors can
listen or view at their discretion. 3) FAX system for
sending out faxed material upon request.

Registration made via the Web.

Process of signing up for an event on the day of, or at the
site of, the event.

Private room bar set up where guests do not pay for
drinks. See HOST BAR.

The formal general session at the beginning of a congress
or convention.

Hours during which an exhibition is open to the public or
trade visitors.

Meeting or meetings of a predetermined period of time,
which begin a congress or convention and in which the
principal items on the agenda are usually introduced.
Usually a general or plenary session.

A prearranged date by which a hotel or facility will no
longer hold tentative arrangements for a group.

The entity that produces the event.

A group of local people who carry out the strategies and
policies established for the organization of an event held in
their geographic area.

Staff providing secretarial services to the organizer.
000. Room under renovation or requiring maintenance.

1) A Hotel accepting sleeping room reservations for more
hotel sleeping rooms than are available; guests overstay
leaving less room inventory for new guests. 2) Oversold
airline flights.

The total nights spent by an attendee at a housing facility
during an event, and before and after the event.

A commission over and above the normal base commission
percentage.

A guest who stays at a housing facility (hotel, motel, etc.)
one or more days longer than his or her scheduled
departure date. Also Called STAY OVER, UNDER DEPART.

42

€dited with Infix PDF €ditor
() - free for non-commercial use.

To remove this notice, visit:
l wwuw.iceni.com/unlock.htm



http://www.iceni.com/unlock.htm

Package Tour
Paid-in-Advance Registration
Parlor Suite

Peak Night

Peak Season
Peaks

Pending Registration

Peninsula

Peninsula Booth/Stand
Penthouse Suite

Per Diem

Per Person

Per Room Rate

Percent of the Gross

Percent of the Net

Plenary Session
Post Conference

Post Convention Report

A travel offering which provides, at an inclusive price,
several travel components that a traveler would otherwise
purchase separately.

Full payment for anticipated room and tax charges at

Hotel living room, usually with a hide-a-bed sofa,
connected to an adjoining sleeping room.

Referring to the night during an event when most rooms
are occupied by those in attendance.

See HIGH SEASON.

Chart or list of AV equipment usage shown as daily totals
throughout the duration of an event.

Incomplete registration where the fees, full payment or
forms have not been received. Also Called PROVISIONAL
REGISTRATION.

Two or more exhibit spaces back to back with an aisle on
three sides. Also Called END CAP.

An exhibit with aisles on three sides.

Guest rooms and connecting parlors located on the top
floors of a facility.

Per day. Some event attendees, such as government
employees, have a limited amount of money they can
spend per day on food and other expenses. Daily
allowance for items like food, lodging, etc.

1) Daily allowance for things like food, lodging, etc. 2)
Goods or services priced and/or purchased according to
the number of guests expected to attend the event.

A flat rate charged for a room regardless of the number of
occupants.

Type of payment involving a fixed percent of the gross
income for that service. This type of agreement is often
used by facilities as the rental.

Type of payment involving a fixed percent of the net
income after costs of providing that service. This type of
payment is often used in services provided by exclusive
contractors within a facility.

General assembly for all participants.

Any event which is arranged for the period immediately
following the conference proper.

See POST EVENT REPORT.
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Post Event Report

Post-Con Meeting

Post-Conference Registration

Post-Conference Reservation
Press Room

Proceedings

Professional
Congress Organizer

Quad Room
Rack Rate
Reception

Reception Desk/Registration
Desk

Registration

Registration Area

Registration Card

PER. The industry preferred term for a report of the details
and activities of an event. A collection of post event
reports over time will provide the complete History for an
event. The industry accepted practice is to use the APEX
POST EVENT REPORT, which can be found at the
Convention Industry Council
(www.conventionindustry.org).

A meeting at the primary facility at which an event
occurred just after it has ended. Attendees generally
include the primary event organizer, representatives of the
event organizer/host organization, department heads at
the facility, other facility staff as appropriate, and
contractors. The agenda focuses on evaluating the
implementation of the event and completing the APEX
POST EVENT REPORT. It often includes a final review of
bills with accounts payable.

Registration for an activity or function which follows an
event.

Guest room space following a conference.

A room where members of the media may obtain exhibitor
press kits, conduct interviews, or relax. Larger press rooms
contain typewriters, computers, phones, and fax machines
for use by the press in filing their stories.

Published volume transcribing the full conference sessions,
which may or may not include details of the discussion.

PCO. A type of company, often in Europe that is
comparable to a DESTINATION MANAGEMENT COMPANY
(DMCQ) in the U.S. Local supplier who can arrange, manage
and/or plan any function or service for an event.

Room with at least two beds occupied by four persons.
Facility’s standard, pre-established guest room rates.

Stand-up social function where beverages and light foods
are served. Foods may be presented on small buffet
tables or passed by servers. May precede a meal function.

The area to which delegates and others report on arrival at
an event or facility.

1) Process by which an individual indicates his intent to
attend a conference or stay at a property. 2) A method of
booking and payment. 3) The process of recording data
about an attendee (or exhibitor), sending a confirmation
and creating a badge used on-site.

Designated area, usually outside the exhibit hall or
meeting room, where registration takes place.

Signature form used by facility when registering a guest.
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Registration Card Key
Registration Data

Registration Fee

Registration Form

Registration Kit

Religious Meetings

Reporter

Reservation

Reservation Request

Risk Management
Room

Room Block
Room Capacity

Room Rate
Room Service

Rooming List

Run-of-the-House

Run-of-the-House Rate

Schedule

Plastic card used in place of room key.

Information about an attendee that is gathered as part of
the registration process (occupation, fee category, etc).

Amount payable for attendance at a conference; may vary
according to level of participation or type of membership.

Document upon which a participant at an event gives all
relevant information about him/herself and his/her
intended participation in the conference and associated
activities.

Packet of meeting materials such as program book, tickets,
maps, etc.

An event for attendees to discuss non-secular subjects.
Person appointed to note and record the proceedings of

sessions and to write summaries of the paper presented
for a final summation session.

An arrangement to have a sleeping room (at a hotel or
other housing facility) held for one's use. Process by which
an individual or group secures space at a facility.

A communication by which a guest indicates sleeping room
requirements; these are forwarded to the hotel to secure a
reservation.

Recognizing the possibility of injury, damage or loss, and
having a means to prevent it or provide insurance.

1) A chamber used for sleeping. 2) A place where an
assembly meets.

Total number of sleeping rooms reserved for an event.

Number of people that can function safely and comfortably
in a room.

The amount charged for the occupancy of a room.

Facility department which provides food and beverage
service to guest rooms.

List of facility guests and room data supplied to facility
prior to arrival.

Rooms given at random according to availability when the
reservations are made.

Flat rate for which a hotel or motel agrees to offer any of
its available rooms (with the exception of suites) to a
group. Final assignment of rooms is at the discretion of the
hotel.

Table of time and location for all functions related to an
event. This information should be included in the
specifications guide for an event.
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Schedule of Services

Schoolroom Perpendicular
Set-Up

Schoolroom Set-Up
Schoolroom V Set-Up

Scientific Committee

Scientific Meeting
Semicircular Theater Set-Up

Seminar

Service Charge

Set-Up

Shuttle
Shuttle Service

Single Bed

Pre-program information distributed to tour guides, field
representatives, venues or vendors, regarding the details
of their program assignment for a given event or program.

Variation of schoolroom set-up in which tables are
perpendicular to the head table, and chairs are placed on
both sides of the tables. See UNION SET-UP.

See CLASSROOM SET-UP.

Seating arrangement where rows of tables and/or chairs
are slanted in a V-shape facing a head table, stage or
speaker. See CHEVRON SET-UP.

A group of people meeting specifically to discuss,
supervise and coordinate the content of the program
dealing with the study of a body of systematic knowledge
of the material world and who, where appropriate, would
select papers from submitted abstracts.

An event with attendees who are involved in research or
applied sciences or are suppliers to them.

Seating arrangement where chairs are arranged in a
semicircle.

1) Lecture and dialogue allowing participants to share
experiences in a particular field under the guidance of an
expert discussion leader. 2) A meeting or series of
meetings of from 10 to 50 specialists who have different
specific skills but have a specific common interest and
come together for training or learning purposes. The work
schedule of a seminar has the specific object of enriching
the skills of the participants.

1) A mandatory and automatic amount added to standard
food and beverage charges, usually used to defray the
cost of labor, such as housemen, servers, technicians, etc.
and which the facility receives a portion of the charge. In
return, the guest is relieved the responsibility for tipping.
2) A fee charged to a client by a travel agent in addition to
the commissions paid to him or her by his or her principals

1) Way in which a function room is arranged. 2) Erecting
displays, installation, or, articles in their assembled
condition. 3) Mixers, fruit, and glassware accompanying a
liquor order.

A vehicle, usually a bus, contracted to transport event
attendees between facilities during a certain time period.

Transportation for participants; usually by coach or van,
provided on a continuous basis for a certain time period.

Bed measuring 38-by-75 inches (95-by-188 centimeters.).
See TWIN BED.
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Single Room

Single Supplement

Site

Site Facilities

Site Selection
Sleep-Out

Smoking Room
Social Dinner
Social Event

Social Program
Spa
Special Event

Special Rate

Special Rate Package

Spouse

Spouse Programs

Square Set-Up

Stay Over

Sleeping room occupied by one person. The room may
have one or more beds in it.

An extra charge assessed to a tour purchased for single
accommodations.

1) Venue, area, location, property or specific facility to be
used for an event. See VENUE. 2) A particular platform or
location for loading or unloading at a place.

Those facilities within the perimeter of the organization
where the event takes place; in includes the installations
and services both in the auditorium and out side.

Choosing a venue for an event.

When a guest does not sleep in a hotel (or other
accommodation) sleeping room the bed, but still pays for
the use of that sleeping room.

A designated area where smoking is allowed.
Non-working evening function at which a meal is served.

1) An event with the purpose of facilitating pleasant
companionship among attendees, 2) Lifecycle celebration
(e.g. a wedding, bar/bat mitzvah, anniversary, birthday,
etc.). See SOCIAL PROGRAM.

Program of organized functions, not directly related to the
main subject of an event.

A facility that provides baths, hot springs, health facilities
and other services.

One time event staged for the purpose of celebration;
unique activity.

An amount charged for the occupancy of a room, usually
at a reduced rate and negotiated as a group rate by the
conference organizers.

A lowered, all inclusive rate, frequently including one or
more meals for two or three nights, that is offered to the
general public; often used to generate off-season or
weekend business.

Husband or wife of an event attendee. See
ACCOMPANYING PERSON. See Also SIGNIFICANT OTHER.

Educational and/or social events planned for spouses and
guests of event participants.

Seating arrangement in which double- or triple-wide tables
are set up with chairs placed around all sides.

A guest who stays at a housing facility (hotel, motel, etc.)
one or more days longer than his or her scheduled
departure date. Also Called OVERSTAY, UNDER DEPART.
Compare With UNDERSTAY.
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Suite

Suite Hotel

Symposium

Tariff

Theater Semicircular Set-Up
Theater Set-Up
Theme Party

Tour Package

Trade Center

Trade Day

Trade Fair
Trade Show

Transfer

Triple Room

Combination of interconnecting rooms generally containing
a sitting room with a half-bathroom and one or more
sleeping rooms.

A hotel whose entire inventory of sleeping rooms have
separate bedroom, bathroom, living room or parlor areas,
and possibly a kitchenette or other special features. Also
called ALL SUITE HOTEL.

A meeting of a number of experts in a particular field, at
which papers are presented and discussed by specialists
on particular subjects with a view to making
recommendations concerning the problems under
discussion.

1) A schedule of duties imposed by a government on
imported and exported goods. 2) Published list of fares or
rates and conditions of service from a supplier.

Seating arrangement in which seats are in semicircular
rows facing the stage area, no tables.

Seating arrangement in which seats are in rows facing the
stage area, no tables. See AUDITORIUM SET-UP.

Event at which all foods, beverages, decorations, and
entertainment relate to a single theme.

1) Prearranged combination of elements such as air, hotel,
sightseeing and social events packaged together and sold
as an all-inclusive package price, not sold by component
parts. 2) To package, meaning to combine elements as
above into an all-inclusive package product sold as such at
a package price. See PACKAGE.

Special purpose office building oriented toward a specific
group of users. Typically, wholesalers in a specific industry
(e.g., furniture, apparel) have showrooms to exhibit
products to buyers.

Day of an exhibition restricted to attendance by
professional or trade visitors.

An international term for an exhibition.

An exhibition of products and/or services held for
members of a common or related industry. Not open to
the general public. See EXHIBITION. Compare With GATE
SHOW, PUBLIC SHOW, CONSUMER SHOW.

1) Process of moving equipment and/or people from one

point to another. 2) Transportation between terminals and
hotels. 3) To copy a picture or sound that is transmitted by
one recorder to another, or to make a tape copy from film.

Room with at least two beds occupied by three persons.
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Unexpected Departure

Union Set-Up

Upgrade

Use Day

U-Shape Set-Up

Variable Costs or Expenses

Vegetarian
Ventilation

Venue

Venue Manager

Very Important Person

VIP Identification
VIP Services
Voluntary Upgrade

Walk

Walk-In

A guest who checks out of a housing facility (hotel, motel,
etc.) one or more days earlier than his or her scheduled
departure date. Also Called UNDER-STAY, EARLY-OUT.
Compare With OVERSTAY.

Seating arrangement with both tables and chairs. Tables
are lined up in rows, one behind the other, with chairs
facing head table. See CLASSROOM SET-UP.

Provide a higher level of product or service than was
ordered or reserved (e.g., move to First Class on an
airplane, move to a suite in a hotel).

Term used as a base unit in calculating occupancies.
Various facilities have developed different definitions; one
of the most common is use of all or part of a facility by
one client or tenant for all or part of one day for any
purpose; includes event, move-in, move-out and hiatus
days.

Series of tables set up in the shape of the letter U with
chairs set all around on one or both sides.

Expenses that vary based upon various factors, such as
the number of attendees .

An individual who eats no meat.

The process of supplying or removing air by natural or
mechanical means to or from any space.

1) Site or destination of meeting, event or show 2).
Location of performance such as hall, ballroom,
auditorium, etc.

The person at the venue responsible for all transportation
aspects at the location.

VIP. Person who has a special function at the event
(speaker, dignitary, etc.) and should be treated with
special care and attention.

A means for identifying the very important people at an
event using badges, flowers or special seating.

A system of providing special assistance to a high-ranking
official or important guest.

Individual moves to higher priced class of service or
accommodations for additional fare.

Guest holding confirmed sleeping room reservation is
denied accommodations at the hotel where to reservation
is held upon their arrival and is relocated to another hotel.

Guest requesting accommodations without a prior
reservation.
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Walking Guest

Welcome Cocktail

Welcome Reception

Working Group

Working Lunch

Working Program
Working Session

Workshop

A guest with hotel reservations who is denied a room due
to the hotel’s overbooking.

A drink served as an introductory gesture of welcome. Can
refer to a single drink, or a reception where such drinks
are served.

An opening event where welcome drinks and often food
are served.

1) A meeting at which participants learn about a specific
subject by means of practical “hands-on” application to
that subject. 2) A meeting at which the participants
discuss a particular subject, usually with the expectation of
arriving at a common position within the group for
proposing a solution to the problem.

Light meal for small discussion groups, without a break
from working sessions.

Timetable of conference content.

Every pre-arranged session of a formal meeting such as a
congress or convention.

1) Meeting of several persons for intensive discussion. The
workshop concept has been developed to compensate for
diverging views in a particular discipline or on a particular
subject. 2) Informal and public session of free discussion
organized to take place between formal plenary sessions
or commissions of a congress or of a conference, either on
a subject chosen by the participants themselves or else on
a special problem suggested by the organizers. 3) Training
session in which participants, often through exercises,
develop skills and knowledge in a given field.
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