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 Find a conference 
venue whose 
capacity should be 
for 50 people or 
more. 

 The venue should 
have visual aids, 
including a technician 
if necessary. 

 Even if lecturers are 
responsible for their 
own accommodation, 
recommendations 
about suitable hotels 
located near the 
event are 
appreciated.  

 Breaks and lunches 
are a responsibility of 
the attendees, as the 
STO-CSO cannot fund 
them. You can choose 
to offer coffee, tea, 
biscuits for free or 
ask attendees to pay 
for them. 

 If there are no lunch 
facilities within a 
reasonable walking 
distance, lunch 
should be catered. 
The cost is charged to 
the attendees.  

 

 As the LC, attracting 
participants for the 
event is your primary 
responsibility. 

 Once the dates and 
venue have been 
selected, early and 
extensive 
promotion/advertising of 
the event is strongly 
encouraged.   

 The STO-CSO will send 
you a programme to 
distribute to people who 
might be interested.  

 You are also encouraged 
to send out other types 
of invitations and 
information to help 
ensure sufficient 
enrolment (20 or more 
attendees). 

 The STO-CSO does not 
send any invitation. 

 Online  registration 
normally  opens  3  -  4  
months  prior  to  the  
event.  All LS/TC  
participants  have  to 
register for  the event 
via  our  STO Events 
Website. 
 

  

 While enrolments are 
open, the STO-CSO 
will periodically send 
you the updated lists 
of registered 
participants.  

 The STO-CSO will 
send to you the final 
list of registered 
participants once 
online enrolments 
are closed.  

 During the 
conference, the 
attendance of each 
participant should be 
noted.  

 You are requested to 
send the list of actual 
participants to the 
STO-CSO after the 
completion of the 
LS/TC. 

 Badges are not 
required, but if used, 
they can be prepared 
from the attendance 
list. 

 Badges should be 
marked clearly with 
names and 
nationalities. 
 

 

 It is advisable to 
have a meeting with 
the full team of 
speakers on the 
evening before the 
LS/TC begins. 

 Ideally, this meeting 
should be held in the 
venue itself so that 
the speakers can 
familiarize with the 
location.  

 

 You are not required to 
make hotel 
arrangements for the 
speakers, but we would 
appreciate that you 
inquire about the option 
to block a number of 
single rooms in a hotel 
near the venue, based 
on the number of 
lecturers.  The room 
block should be in the 
name of the LS/TC and 
run from the evening 
before the pre-meeting 
to the day after the final 
session.  

 This booking should be 
kept open until 
approximately one 
month before the date 
of the pre-meeting. 

 Lecturers will refer to 
this LS/TC when they 
contact the hotel. 

 

 The social 
programme is 
entirely your choice 
and is not an 
obligation.  

 It would be nice if you 
could organize a 
small dinner for the 
speakers; if you 
cannot participate, 
you could just 
recommend a nice 
restaurant with 
payment being their 
responsibility.  

 Such social activities 
usually translate into 
a good atmosphere 
for the course. 

 

 Prepare and send a 
GIP to the STO-CSO 
by email as soon as 
possible so we can 
open online 
enrolments for the 
event (the CSO-STO 
will send you an 
example of GIP). 

 A GIP is a short Word 
document with the 
practical information 
needed by the LS/TC 
participants. 

 It should include 
details, such as the 
address of the venue, 
directions from the 
airport to the 
conference venue, a 
list of nearby hotels 
with their addresses, 
lunch facilities, useful 
telephone numbers 
and/or website 
addresses. 

 For security reasons, 
all participants will 
have access to the 
GIP only after their 
registration has been 
validated by the STO-
CSO. 
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