
1. Agreeing objectives & content   

Focus on your key objectives 

It is very important to pick a clear topic for your 
event and to know what you want to achieve. 
Organising an event involves a lot of work and this 
has to be justified as a worthwhile use of resources 
so it is useful to establish objectives for an event 
from a very early stage. 

Seminars and conferences can have different 
types of objectives:

Being clear about your objectives will help to 
focus your efforts and enable others to see why 
they should participate. Make sure the theme of 
the event is clear, with a self-explanatory title and 
give adequate time to plan a course of action that 
allows you to achieve your objectives.

Recommended

Organising a seminar or conference

Organising a seminar or con-

ference can be an effective 

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 

representative of the European 

Commission, a member of 

a national parliament or the 

European Parliament, or a 

local authority present at an 

event can help to gain support 

for your objectives. An event is a good opportunity to present the results of your work and 

to attract media attention to your project.
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There are three main stages involved in organis-
ing a successful seminar or conference:

1. Agreeing objectives & content;

2. Planning & organisation;

3. Communication & dissemination.K
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Purpose Objective

Launch event Raise awareness about the 
forthcoming activities

Lobbying 
event

Seek support from relevant 
stakeholders for project 
actions

Participation 
event

Involve local communities in 
project activities

Networking 
event

Exchange of good practice 
and development of coopera-
tion relationships

End of project 
event

Dissemination of results



Agreeing the agenda

Initial planning work should focus on confirming 
the event’s content and structure. Will all content 
be delivered via one or more plenary sessions or 
is your event going to involve working groups and 
field visits? Set out a draft agenda for the event 
as early as possible and gain agreement from any 
associated beneficiaries on the proposed structure 
and content. 

Agreeing the agenda will also influence the event 
budget and it remains important to make sure that 
you can afford to deliver the event that you plan.

Selecting speakers

Once you have agreed the agenda the next step 
involves identifying the most appropriate speak-
ers. 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. 

It is important that speakers are comfortable present-
ing in public. They need to know what is expected 
of them and how long they have to speak.

Invite the speakers well in advance. Give them 
time to prepare 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 issues divert-
ing their attention.

Inviting delegates

The key to a good seminar is having the right peo-
ple at the event and a good overall attendance. 
Preparing the invitation list involves brainstorming 
all relevant delegates and this can involve asking 
project associated beneficiaries to help suggest 
potential participants. These might include leading 
professionals in your field of work, politicians, the 
media, interest groups and officials. 

Always consider inviting representatives from 
similar projects. These will often help to support 

your objectives and can generate useful interac-
tive discussions during the event. The LIFE web-
site’s http://ec.europa.eu/life project database 
and thematic list of projects offer useful tools to 
help research and contact potential LIFE project 
peers.

You should aim to 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 invita-
tion what they can gain from the event. This might 
be hearing from a prominent politician or official, 
learning about your pioneering project or having 
the chance to express their views to important 
stakeholders. 

Follow up written invitations to key people with a 
phone call to make sure they have noticed your 
event. Remember to invite your desk officer from 
the Commission and external LIFE project moni-
tor in good time and send information about your 
event to the LIFE communications team (life@
aeidl.be) at least four weeks in advance so that 
they can advertise it in LIFEnews and on the LIFE 
website.

Example of an invitation to an event held by the project LAND-
SCAPE LAB: Tourist Destinations as Landscape Laboratories 
- Tools for Sustainable Tourism (LIFE04 ENV/FI/000308)
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2. Planning & organisation 

Start 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 need 
many weeks planning to be successful. This will 
give you the time to put in place all the practical 
arrangements as well as making sure you are able 
to distribute information about the event to poten-
tial participants in sufficient time to facilitate their 
participation.

It is a good idea to write down everything that 
needs to be done and tick those points off as they 
are organised to guarantee you are on course. 
Think about your objectives for the event and what 
practical matters to include on your checklist.  

Decide what type of venue you want and how 
many rooms you need. Will overnight accommo-
dation be required for delegates and will you be 
offering interpretation into different languages to 
attract international participants?

Equal opportunities should always be considered 
and a few simple preparations can make a big dif-
ference to improving the attractiveness of events. 
These include selecting safe locations that are 
accessible by public transport and offering child-
care services or family-friendly times for events 
aimed at encouraging community participation. 
Dedicated facilities for disabled delegates should 
also always form part of an event’s planning.

Get the timing right

Deciding on the best time to host an event can be 
crucial. Try to ensure your event does not clash 
with another major event (or national holiday!), 
which might exclude potential participants. 

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 on the agenda for questions. A good chair-
person/moderator is important to guarantee that 
everyone has a chance to participate fully within 
the time available.

Practical details

Don’t forget the basics when planning an event 
and use a check-list to make sure you have dealt 
with all practical issues for the day sufficiently in 
advance.  
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On the day Checklist:  
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    sign posting (on the crossing 

points, outside the building, inside 

the building, etc.)

    name cards for speakers

    registration desk and staff

    badges for visitors

    notepads and writing utensils

    sufficient chairs and tables

    computers, overhead projectors, 

electricity supply, 

    technical support contact details

    note takers or other methods 

(recording) to allow for a written 

record of the proceedings

    outdoor venue: alternatives for 

rainy weather?

    field visits: transport, wet weather 

clothing

    decoration: flags, brochure distribu-

tors, posters, video screens – order 

the LIFE flags, brochures, posters, 

gadgets, etc on env-life-comm@

ec.europa.eu well in advance (!!)

    food and beverages: water dis-

tributors, cutlery and crockery, 

catering company, etc.

mailto:env-life-comm@ec.europa.eu
mailto:env-life-comm@ec.europa.eu


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 
unavailability 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.

3. Communication & dissemination 

Media management

If you want to receive media coverage, make sure 
that any media contacts you have are well informed 
about the event in advance – you could target the 
local and national press and/or specialised publi-
cations. 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 packs of information documents 
such as leaflets for the media and other participants 
to take away with them (additional LIFE Factsheets 
are available to help produce leaflets, press releases, 
and to work effectively with the media).

Follow-up on your event

You should be able to build on what happened 
at the event to pursue your objectives and take 
advantage of momentum generated by the event 
– 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 con-
tacts made at the event. 

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. Col-
lect media articles (newspaper, internet), record 
the TV programme where it was mentioned, etc.
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n See other LIFE communication 

factsheets for further useful tips 
and advice on writing press 
releases, producing leaflets, 
dealing with the media, etc.

Advice sources
•  Conference Planning Check-

list this checklist is designed 
as a starting point for confer-
ence planning.

•  Simply-communicate.com 
offers a toolkit of tips for semi-
nar organisers featuring links 
to many related item such as 
speech writing and tools for 
planning event contents.   

•  Audience dialogue.net covers 
highly important information 
about how to evaluate the 
success of your conference 
or seminar.

•  Event Management checklists 
are useful to help guide and 
inform preparations for your 
seminar or conference.

 
•  Disability considerations for 

event planning are detailed on 
the Ontario government web-
site that also has a French lan-
guage translation.
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http://ec.europa.eu/environment/life/toolkit/comtools/resources/documents/leaflets_lifeplus.pdf
http://ec.europa.eu/environment/life/toolkit/comtools/resources/documents/press_release_lifeplus.pdf
http://ec.europa.eu/environment/life/toolkit/comtools/resources/documents/radio_tv_lifeplus.pdf
http://ec.europa.eu/environment/life/toolkit/comtools/resources/factsheets.htm
http://ec.europa.eu/environment/life/toolkit/comtools/resources/factsheets.htm
http://designing-training-tools.suite101.com/article.cfm/conference_planning_checklist
http://designing-training-tools.suite101.com/article.cfm/conference_planning_checklist
http://www.simply-communicate.com/cgi-bin/item.cgi?id=499&d=68&h=0&f=0
http://www.audiencedialogue.net/eventeval.html
http://www.thc.state.tx.us/publications/checklists/EventChecklist.pdf
http://www.accesson.ca/mcss/english/how/howto_meeting.htm

