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1 CONCEPTING BALTIC IWT INFORMATION DAYS (BIWIDAS) 

The concept paper can be understood as strategy paper, summing up the aims and needs to bring 

BIWIDAS to success. 

It answers the questions: “What are BIWIDAs?”, “Which are the aims of BIWIDAS?”, “How to set 

BIWIDAS up?” and “What are the framework conditions for BIWIDAS?”. 

1.1 What are BIWIDAS? 

BIWIDAs are EMMA information fora on occasion of existing transport related meetings, workshops, 

conferences or exhibitions at European level (especially Baltic Sea Region or Brussels).  

1.2 Aim of BIWIDAS 

BIWIDAS shall inform and/or involve stakeholders about EMMA (intermediate) results and/or inland 

waterway transport in general, its challenges, needs and opportunities within the Baltic Sea Region. 

1.3 Target group of BIWIDAS 

The target group of BIWIDA are politicians in charge for transport policy on national and European level. 

Main focus should be on the European level.  

1.4 How to reach the aim? 

The core aim of all events is to involve the target groups to ensure a high acceptance and impact of the 
outcomes. The participants are expected to play active roles in the event formats like panel discussion 
and workshops. 

Possible event formats for BIWIDAS: 

a) EMMA presentations by project partners 

b) EMMA panel discussions to involve stakeholders actively into discussions 

c) EMMA workshops to involve stakeholders actively into discussions 

d) EMMA exhibiting to inform stakeholders and to get in contact with them 

The above activities might be flanked by press releases and/or invitation of the press. This can be 

discussed and organised jointly with the EMMA communication manager. 

By better recognition of IWT by the European Commission, general acceptance of IWT by national 

parliaments/ governments will be enhanced. This makes decisions easier where a political consensus 

is required. The business sector will benefit as IWT in the BSR will be improved. 

1.5 How many BIWIDAS are aimed for? 

The execution of three BIWIDAS in total is aimed. Additional BIWIDAS are possible. 
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2 STRATEGY TO BRING BIWIDAS TO SUCCESS - A CONCEPT 

HOW TO ORGANISE BIWIDAS 

2.1 Corporate project identity  

It is very important to follow the overall corporate identity as described in the communication plan, 

finalised on 20th May 2016 and sent to all project partners. The communication plan can be found in the 

web based internal communication and document sharing tool “projectplace”, to which all project partner 

have access to. 

The communication plan provides besides others with: 

- EMMA corporate design and EU/BSPR logo use 

- EMMA key messages and templates 

- EMMA target groups and communication approach 

Using unified communications look ensures wider visibility of the project in such a way that the 

stakeholders know to combine different project tasks and partners of the same appearance as one of 

the larger whole. 

2.2 Identifying events and examples how to involve EMMA by BIWIDAS 

BIWIDAs might be carried out in Brussels and other places where respective target group is easiest to 

attract to participate. Consider that national- and European Politicians in charge for transport might be 

available on international- or European conferences and workshops as well. The identification of such 

events and the organisation of a BIWIDA is therefore constructive. 

Following brief ideas should give an overview on possibilities to organise BIWIDAS on occasion of 

existing formats. This summary should be understood as inspiration and idea which events might be 

beneficiary for presenting EMMA (intermediate) results or having a workshop etc.  

Please contact the lead beneficiary, should you have identified a relevant event, exhibition, 

conference etc. which might be a possibility to organise a BIWIDA. 

Some examples might be: Open-Days, TEN-T Days, CEF Info Days, national conferences or exhibitions 

on inland navigation and transport in general ( an example might be Transport Logistics Munich 

Exhibition), Annual Forum for the EUSBSR. 

Watch out for future opportunities and try to contact organisers. Sometimes applications or papers need 

to be handed in before EMMA might join with an own workshop session or panel discussion. Please 

contact the lead partner in such case who supports you with the development of an application or paper 

to gain a workshop- respective panel discussion slot. 

Planning to have high level participants in panels and/or for presentations means well in 

advance invitations (at least 6 months prior to event) to them. 

Send the (adapted) EMMA presentation template and restrict timing to panel participants. 
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2.3 Example for having a presentation and possible set-up 

 

The Polish Ministry of Economic Development organizes the Baltic Sea Conference within the 

framework of the Polish presidency of the Council of the Baltic Sea States on 23rd May 2016 in Gdańsk. 

EMMA representative was invited to have a presentation as well as joining a panel discussion thereafter. 

The objective of the event was to present the European Territorial Cooperation projects implemented 

around the Baltic Sea as an important and useful instrument enhancing the innovation capacity of the 

Baltic regions and contributing to their development. 

The Transport panel was moderated by Mr Bartłomiej Wierzbicki (Interreg Baltic Sea Region) and high 

level guest from policy and industry were expected to follow the presentation and panel discussion. 

The organiser set clear framework conditions for the presentation and provided some questions to be 

discussed in the following panel discussion. This eased the further organisation of presentation and 

possible answers in preparation of the event.  
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2.4 Example for organising a panel discussions and possible set-up 

 

The 7th Strategy Forum of the EU Strategy for the Baltic Sea Region (EUSBSR) will be hosted by 

Sweden together with the Nordic Council of Ministers and in close cooperation with the European 

Commission. The Strategy Forum will be held on 8-9 November 2016 at the Brewery Conference Centre 

in Stockholm, Sweden. 

The overall thematic focus will be the future for the Baltic Sea Region and a desired vision for 2030. The 

Strategy Forum will be used to discuss how the EUSBSR can or should contribute to a desired 

development within its three objectives: Save the Sea, Connect the Region and Increase Prosperity. 

The organisers set up a number of seminars and workshops running in parallel. EMMA applied for a 

seminar session on occasion of the 7th Forum EUSBSR and was approved. Thus, the EMMA panel 

discussion will be embedded in the overall programme of the 7th Strategy Forum. 

This is a great success as high level participants from national- and European policy level come together 

and can follow project’s workshop session. At the same time EMMA workshop session will be highlighted 

in the official programme and documented accordingly by the organisers of the 7th Forum. 

However, the organisation of a panel discussion requires much more efforts than just giving a 

presentation on occasion of an existing event (compare chapter 2.6). 

The developed guidance paper for panel participants is attached to this document (Annex I). It might be 

useful and could act as guidance paper for the organisation of future panel discussions. It highlighted 

following information to the EMMA panel participants: 

- Background information to the panel discussion 

- Planned sequence of the panel discussion and Q/A section 

- Contact details 

- Background to the EMMA project 
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2.5 Example for organising a booth at an international- or European exhibitions and 

possible set-up 

Even though not declared to be reported as BEWIDA following exhibition can be an example how to 

set-up an exhibition booth. 

 

The Transport and Logistics Fair in Munich is the world’s largest transport exhibition (compare figure 

above). Besides visitors from the transport industry a lot of delegations from policy level visit the different 

booths and take part at site-events. EMMA project partner “Federation of German Inland Ports” is 

member of the organisation committee and will manage to integrate an EMMA panel discussion in the 

overall exhibition programme. As such EMMA will be able to organise a panel discussion on one of the 

four public Forums within the exhibition halls. 

Besides that a small booth will be organised and will be located prominently on the bigger booth of 

EMMA project partner “Federation of German Inland Ports. The EMMA Forum workshop is going to be 

promoted by the EMMA booth during the fair. Leaflets on the workshop will be handed out by the EMMA 

counter and brought for target groups to invite interested people to the workshop. All visitors will be able 

to participate in the workshop, as separate registration is not needed. 

Everything will be organized by the Forum organisers, including simultaneous interpretation. Due to the 

central location, the Forum will be easy to access taking into account also the visitors who will happen 

to pass by. 

It is foreseen to have a session on Inland Navigation in the Baltic Sea Region and its specific challenges 

as well as solutions to overcome same. 

Speakers might be representative from policy (most likely from the German Federal Ministry of Transport 

and Digitalisation), Industry (PP Avatar Logistics, Johan Lantz) as well representative from an 

association (Federation of German Inland Ports, Boris Kluge). 
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Compare ANNEX II on how to develop a guidance for project partners. It includes information about: 

- General information about the TL Munich fair 

- EMMA Booth set—up and partner presence times 

- EMMA Forum Workshop details 

- EMMA Partners responsibilities 

 

2.6 General Check list for event organisation 

This checklist is kept universal, so some points or sections might not apply to specific event needs only.  

While following the check list by organising a panel discussion on occasion of an exhibition in more 

detail, same might not be used totally if just presenting EMMA or its (intermediate) results on invitation 

of an event organiser. 

Task Finalised 

(check box) 

Check venue conditions and organisations needed with organisers  

- Where is the venue, which practicalities to consider? 

- Is the room big enough for your needs? 

- How many participants could join your event? 

- What needs to be organised by yourself or co-ordinated with event 

organiser? 

- Do you need to bring additional technique (laptop, beamer)? 

- Do you need catering? 

- Can the organiser promote your event as well? 

- Can the organiser include your event to his agenda? 

 

Catering and Contracts  

Catering needed?  

Tender, agreements and contract with catering company  

Moderator needed? Translation service needed?  

Tender, agreements and contract with moderator / translation service  

Photographer needed?  

Tender, agreements and contract with photographer  

Event management  

Decide on a topic/ agenda to present or discuss 

- Make a plan! Which thesis/topic should be discussed? 
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- Who could take port in the workshop/ panel discussion and who could stand 

in for which thesis/topic? 

Think over how to best build the agenda and leave enough room for discussions. 

Preferably shorter presentations in order to initiate the discussions, maybe even a bit 

provocative. It is also important to ensure time for presentation of the results of each 

discussion. A good idea is to end the meeting/event with the conclusions of the event. 

Choose panel participants which are experts and at the same time fit to the topic to 

discuss  try to acquire high level speakers from industry and policy to attract 

participants 

Prepare same basic facts about your planned workshop/ panel discussion for input 

to event organiser or panel participants (Answer the questions: What? Where? 

When? Who? Why?) 

 

Provide the organiser as well panel participants/ workshop participants with input 

needed 

- Answer the questions: What? Where? When? Who? Why? 

- Input to overall event agenda and promotion 

- Participant list 

 

Preparation of mailing lists*: 

- 1x guest and 1x press/media  

- to invite them to the event 

- to confirm registration/participation 

- to thank for participation and sent presentations after the event 

- 1x Panel participants and moderator  

- to serve them with latest news + input 

- Preparation of mailing list 

- to thank for participation and sent presentations after the event 

*Select the people you would like to invite from the EMMA partner and associated 

organization list or own network contact lists. Think also about participants from 

partner networks that might be interested in joining the workshop. Always try to get 

a right mix of participants from industry, policy and research level. 

 

Preparation of invitation mails 

- Answer the questions: What? Where? When? Who? Why? 

Preparation of an attachment to mailings 

- Venue description 

- Location plan 

- Directions 
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Ask for panel participants’ allowance to make their presentations public  

Prepare name badges for participants and speaker  

Media and promotion (always in cooperation with the EMMA lead partner and 
communication manager) 

 

Communication strategy 

- Who is going to Twitter during the event 
- Who is writing the press release 
- Distribution list towards press (national/international) 
- Invitation of media representatives (journals, tv, etc) 
- Pre-meeting and/or information material with/for media representatives 

needed? 
- Organisation of EMMA dissemination materials (roll-up displays, poster, 

project outline, flyer, etc.) 
- Press release before / after the event 

Prepare conference folder/pack, which should contain: 

- Agenda 
- List of participants 
- Presentations (optional) or information material about EMMA 

 

 

Don’t forget to bring to the event:  

- technical equipment if needed 
- EMMA promotion material 
- EMMA Roll-Up 
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3 FRAMEWORK CONDITIONS AND REPORTING OBLIGATIONS 

All BIWIDAS (like any other EMMA event) shall be documented according to BSRP Programme Manual 

rules and EMMA project requirements.  

The documentation of meeting/event is not only important for project reporting, but also to ensure that 
ideas and outputs can be taken up in the future project work and transferred into final conclusions and 
results. 

A summary of the most important needs is given in below sub-chapters. 

3.1 Documentation requirements according to the BSRP Programme Manual 

Planning or executing BIWIDAS requires to keep in mind BSRP obligations concerning visibility of EU, 

BSRP, and Projects. Please check the BSRP programme manual (latest version) for detailed 

information: https://www.interreg-baltic.eu/for-projects.html 

The most important obligations imply: 

To avoid ineligibility of costs officially released “EMMA-“, “Baltic Sea Region Programme-“ and “EU Flag 

incl. ERDF tag line” logos shall be used. 

The logos shall be equal in size, shall be readable and shall be prominent placed (e.g. front page). 
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If using additional logos (e.g. company logo) following rule applies obligatory: 

 

 

 

 

Remember also to send the following information to the Case Leader, Lead Partner and Communication 
Manager directly after the workshop.  

It includes documentation such as: 

o Agenda 

o List of participants (signed) 

o Minutes 

o Photos 

o Website & Twitter news incl. one selected picture 

o Presentations held (pdf format) 

o Documentation of press reviews 

The templates for documentation is available in “projectplace”. 

 

3.2 Documentation requirements from the EMMA project 

BIWIDA meetings will be documented. The documentation includes a concept how to organise such 

meetings and a guideline which can be used by project partner (included in this document). 

An evaluation (based on survey and lessons learned reports will follow after BIWIDA implementation in 

separate documents. 
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Evaluation (survey)  

Following survey document was developed by the 

project partners and shall be used for evaluation 

of BIWIDAs if possible.  

Having a presentation embedded on occasion of 

an existing format might not be suitable to running 

an own survey on the event. However, where 

possible such surveys should be executed and 

included in the documentation. 

The one-page *.docx document is available for 

download in the online document sharing platform 

“projectplace”, accessible for any registered 

project partner. It looks like right hand illustration. 

The survey should be placed e.g. on participants’ 

chairs before you start the event.  

Remind participants to fill in the survey during 

your welcome note and/or closer of the event. 

Lessons learned report 

The survey is input to the lesson learned report 

which should reflect evaluation results as well as additional information you might thing is useful to 

consider the next time. This could be, e.g.: 

o challenges you were faced with during the event organisation and how you overcome them 

o good experiences you would like to share with the project partners 

o Criticism received by bilateral talks and suggestions how to overcome 
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ANNEX I 
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ANNEX II 
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