
Background

Organising a seminar or conference can be an 
important way of raising the profile of your work 
or engaging with key stakeholders. It can be an 
opportunity to share and exchange with other 
experts in your field. Similarly, having a repre-
sentative of the European Commission, a Mem-
ber of a national or the European Parliament 
or a local authority present at an event can 
help engage with them around your objectives. 
An event is a good opportunity to present the 
results of your work or to attract media atten-
tion to your project.

Objectives

It is very important to pick a clear topic for your 
event and to know what you want it to achieve. 
Organising an event is a lot of work – like your 
normal activities, it has to be for a reason, or 
else it will be a waste of resources. Is your 
seminar or conference aimed more at raising 
awareness of your project or a particular issue, 
generating support for future work or in support 
of a particular law or policy? You might want to 
use the event as an opportunity to meet and 
network with possible partners for future work. 
Being clear on this question will help to focus 
your efforts and enable others to see why they 
should participate.

Targets

Once you know what you want to achieve, think 
about who you want to invite to participate - this 
may include leading professionals in your field 
of work, politicians, the media, interest groups 
and officials. Research and think about who are 
the best placed people to help you achieve your 
objectives, including by looking at other relevant 
LIFE projects on the LIFE project database and 
searching the thematic list of projects available 
on the web site: http://ec.europa.eu/life

Tips 

   Tip 1   

Plan early

A large event or conference will need around 4 
months planning time. A smaller seminar may 
require less, but even a small event will require 
many weeks planning to be successful. This is 
both to give you the time to put in place all the 
practical arrangements as well as making sure 
you are able to disseminate information about 
the event to potential participants in sufficient 
time for them to be there. Set out a draft agenda 
early so people can see clearly what kind of 
event it is you are planning and decide whether 
you will be offering interpretation into different 
languages to attract international participants. 
It is a good idea to write down everything that 
needs to be done and tick them off as they are 
organised to guarantee you are on course.

   Tip 2   

Get your timings right

When to host an event can be crucial. Do your 
best to ensure your event does not clash with 
another major event (or bank holiday!) which 
would mean large numbers of significant peo-
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ple not being able to attend. Do not make your 
event longer than it needs to be. A seminar of 
just a few hours can get across key results from 
your project and be easier for people to attend. 
If the event is short, do not allow it to be overly 
dominated by one speaker. Keep things moving 
and interesting and always ensure there is time 
in the agenda for questions. A good Chairperson 
is crucial in guaranteeing that everyone has to 
chance to participate fully in the time available.

   Tip 3   

Focus on your key objectives

Whether you have decided to aim for a debate 
with key stakeholders or an event designed to 
grab political or media attention around your 
project, don’t take your eyes off your objec-
tives. Make sure the theme of the event is clear 
with a self-explanatory title and give adequate 
time to the most important elements. If you 
want to receive media coverage, make sure that 
any media contacts you have are well informed 
about the event in advance – you can target 
the local and national press and/or specialised 
publications. It is important to set out to the 
media why they should be interested in your 
event – what’s the story? If you want to raise 
awareness around your project, you should 
prepare some information documents such as 
leaflets for the media and other participants to 
take away with them.

   Tip 4   

Choose appropriate speakers

It is important that anybody who is speaking 
is comfortable standing up and presenting to 
people, knows what is expected of them and 
how long they have to speak. As the organiser 
you should have a very good idea of what each 
speaker will talk about and how their input will 
contribute to the flow of the event. Try to decide 
how you want the event to be structured and 
then identify the best people to speak for each 
element. Invite your speakers in lots of time and 
keep in contact with them in the run up to the 

event – you will be thinking of little else, but they 
will have lots of other people and issues calling 
for their attention.

  Tip 5   

Get your invitations right

The key to a good seminar is having the right 
people at the event and a good number of them. 
You should invite more people than you plan to 
actually attend as many will be unable to make 
it. People will be more likely to attend if they 
can see what is in it for them. Set out in the 
invitation what they have to gain, whether it be 
hearing from a prominent politician or official, 
learning about your groundbreaking project or 
having the chance to express their views to 
important stakeholders. Follow up written invi-
tations to key people with a phone call to make 
sure they have noticed your event. Remember 
to invite your project monitor from the Commis-
sion in good time and send information about 
your event to Astrale (aeidl@astrale.org) at least 
four weeks in advance so that they can adver-
tise it in LIFEnews and on the LIFE website. 

Example of an invitation to an event held by the 
project LANDSCAPE LAB: Tourist Destinations as 
Landscape Laboratories - Tools for Sustainable  
Tourism (LIFE04 ENV/FI/000308)

aeidl@astrale.org


  Tip 6   

Don’t forget the practical details on the day

It can be easy to do a lot of work on the agenda 
and forget to take care of all the many practical 
details that need taking care of on the day. These 
range from ensuring there are enough chairs and 
that speakers have visible name cards, to making 
sure the meeting room is easy to find and that 
people are welcomed, typically with a registra-
tion desk to provide a record of who attended.  
Make sure that someone is taking notes or that 
the event is being recorded to allow for a writ-
ten record of the proceedings. If there is a coffee 
break or food, it is important that there is enough 
for everyone Remember that keeping your par-
ticipants happy on the day is a good basis for 
working with them again in the future.

  Tip 7   

Anticipate problems

As the organiser you need to be prepared should 
anything go wrong. Some things are unpredict-
able, but problems with technology and late una-
vailability of speakers should not be allowed to 
throw an event off course. Test all the technology 
before the event and try to make sure that any 
PowerPoint presentations are sent in advance 

and are pre-loaded onto the right computer ready 
to go when required. Have back-up speakers or 
know how you will change the agenda in the 
event that any speaker drops out. 

  Tip 8   

Follow up your seminar or conference

You should be able to build on what happened 
at the event to pursue your objectives – that is 
why you organised the event in the first place! 
This will depend on what you want to achieve, 
but could mean sending the report to the press 
or politicians or following up important contacts 
made at the event.

  Tip 9   

Keep relevant documentation

Last but not least, if the event is organised in the 
scope of the LIFE project, please do not forget to 
keep all the documentation - list of participants, 
receipts, invoices etc - which will serve as the 
relevant supporting evidence for the expenditure 
claimed when preparing your financial report. 
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