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FOUNDATION WEEK INTERACTIVE FAIR
GUIDELINES

The Foundation Week, which runs from 31 May to 4 June, is an opportunity for individual foundations, interest groups or actors engaged with the sector to present their projects to a wider audience which will include their peers, EU policy and decision makers, National Associations of Donors, NGOs, multilateral organisations, think tanks, the general public, and any other actors engaged in the foundation sector.
The Interactive Fair is staged for the whole week and addresses two different visiting audiences: 
· From Monday 31 May to Wednesday 2 June, the OPEN DAYS are for everybody to visit, from the general public to EU policy and decision makers to NGOs
· From Wednesday 2 June to Friday 4 June, the EFC Annual and General Assembly (AGA) and Conference is for registered and paid participants only.

All parties interested in participating in the Interactive Fair are invited to do so by choosing one of the following options: 
Option 1: Displaying your publications
Your organisation has the possibility to display a maximum of 5 A4 sized publications on tables which will be managed by the EFC Secretariat inside the Grand Hall, alongside exhibitions, stands, cybercafé and networking areas.
How does it work?
The EFC Secretariat will receive your publications and will display them on tables. 
· It is recommended that you send no more than 300 copies of your annual reports and/or 250 copies of your brochures (less is recommended). 
· Documents that are not distributed cannot be returned to you by the EFC and will be recycled. 
· The EFC does not arrange for a person to be close to the table where your publication is being displayed on.
· Under request, ‘Display Only’ labels can be provided, however the respect of these labels by visitors is not guaranteed.

· Due to space limitations, the EFC will only be able to display material from the first 100 organisations to send us the complete information requested below
Timing and Deadlines
The display area will be open throughout the whole conference. Publications will be displayed on the tables from the Monday 31 May 13.00 pm to the Friday 4 June 13.00 pm.
For your publications to be displayed, the EFC needs to receive the following information by Saturday 1 May at the latest (by fax at +32 2 512 3265 or by email at library@efc.be)  
1. The name of your organisation

2. The number of shipping packages you will send
OR
The name of the person who will bring the publications him/herself and the number of publications and copies of each publications 
3. Among the following categories, indicate a maximum of two which your documentation relates to. (If you think that two categories are not enough, the category ‘Various’ has to be chosen instead):

· Arts and Culture

· Health

· Science and Research

· Education

· International Relations

· Environment

· Law and Civil Rights

· Social Issues/Support to disadvantaged

· Philanthropy/Donors Support

· Various

· Not classified

The purpose of this difficult exercise is to allow the visitors to go through the displayed material according to their area(s) of interest. Publications will be grouped by subject.
Costs

The display of publications in the Display Area is free of charge.
Next steps
Upon receipt of your information, you will receive all the necessary shipping information for your publications.
Option 2: Renting a stand
This option is to captivate the Foundation Week audience with your organisation’s particular project. Use of attractive and engaging ideas, you are encouraged to be innovative with the presentation of your projects and to connect with the visitors. 
How does it work?
Each organisation can rent a booth of 9, 18 or 36m² for the whole week (from Monday 1.00 pm to Friday 1.00 pm). Each booth will be equipped with standard furniture (see application form attached).

Due to limited exhibition space, stands will be assigned on a first come, first served basis.

Suggestions:
· Have at least one facilitator present at all times during the Open Days and during the coffee breaks of the AGA and Conference

· Encourage informal and interactive exchanges with the visitors
· Create a welcoming environment
· Refer to display material
· Have a background slide presentation, photo exhibition or posters
· Be creative
Duration
Stands will be open to visit by the general public throughout the Foundation Week, from 1 pm Monday 31 May until 1 pm Friday 4 June. See attached form for set-up and dismantling hours.
Timing and Deadlines

In order for your organisation to have a stand, the EFC needs to receive the attached application form by Monday 15 March (by fax at +32 2 512 3265 or by email at aga@efc.be) Deadline extended until Friday 2 April.
A formal confirmation will be sent out by the EFC upon reception of your application.

Costs

See attached form. 
Option 3: Screening a film 
A picture tells a thousand stories – imagine when it moves! 

How does it work?
Throughout the Week films will be screened in a dedicated ‘cinema style’ space in the Interative Fair. The EFC encourages its members, other foundations and other organisations to send us their videos in mp2 format (DVD) to IMagalhaes@efc.be or 78, avenue de la Toison d'Or, 1060 Brussels, Belgium. The EFC will decide upon reception of the films which are going to be screened at the Foundation Week according to its adequateness to the screening programme.

Conditions:
· Due to limited time, films will be selected on a ‘first come first served’ basis;
· Films should not promote your organisation as such or one of its projects/programmes;
· Films should be made by foundations or by other organisations with the support of foundations
· The EFC encourages submissions of films in their original language, but with English subtitles

Duration
The films will be screened throughout the Foundation Week, which will take place, from 1 pm Monday 31 May until 1 pm Friday 4 June.

Timing and Deadlines

In order for your films to be screened at the Foundation Week, the EFC needs to receive the film and following details by Monday 15 March (by fax at +32 2 512 3265 or by email at IMagalhaes@efc.be), Deadline extended until Friday 2 April.
1. Title and short description of the film

2. Director and year of production

3. Length of the film

4. Original language of the film
5. Genre
6. Contact person and name of the organisation submitting the film
A formal confirmation will be sent out by the EFC.

Costs

For EFC Members, associates and subscribers this initiative is free of charge. Other organisations will be asked 50,00 euros to cover handling fees.

Option 4: Sponsoring the Interactive Fair

Have a banner with your name and logo in prime position!
How does it work?
Specific areas of the Interactive Fair such as the cybercafé, the networking lounge, the film screening area can be sponsored by your organisation. A standard sponsoring package will include a colour banner (80x180 cm) with your name and logo next to the sponsored area and a special mention on the programme.
Timing and Deadlines

If interested in sponsoring, please contact Mr. Andrea Salvadori at aga@efc.be for more details.
Costs

Sponsoring opportunities are available from 5000,00 euros.
Interactive Fair Stand at Foundation Week
APPLICATION FORM


Stand description: (as will be included in EFC publicity materials)
Name of the stand (to be displayed above or on the side of the stand. font, size, colour and style will be decided by the EFC and will be uniform throughout the exhibition area) 

A brief description of the stand’s aims (to be included in the program – no longer than 90 words):   

A brief description of the organisation (to be included in the program – no longer than 50 words):   

Please also send us your logo(s) in high resolution (to be included in the program).
Contact information:

Person in charge of the stand:   

Organisation name:   

Address:   

Phone:   
   Fax:   

E-mail:   

Additional facilitators (if available): 

Stand:

Please make your choice by ticking your preference:
	Stand size:
	
	Audio/Visual Equipment:
	
	

	9 m² (3x3)
	3.000,00€
	 
	
	Laptop
	285,00€
	 
	
	

	18 m² (3x6)
	5.500,00€
	 
	
	LCD screen 24"
	270,00€
	 
	
	

	36 m² (6x6)
	10.000,00€
	 
	
	LCD screen 32"
	315,00€
	 
	
	

	
	
	
	
	Plasma 42" on stand
	580,00€
	 
	(with sound)

	
	
	
	
	Plasma 50" on stand
	900,00€
	 
	(with sound)


These rates include (for each 9-m² stand): 
· modular partitions between an aluminium structure (2.20m high) 
· carpet 
· 1 rail with 3 spots (100 W) 
· 1 multi plug 
· 1 table 
· 2 chairs 
· 1 display for A4 publications/leaflets 
· 1 waste bin

· Your organization’s name

·  Lunches and coffee breaks for 1 person during the AGA and Conference

· WIFI internet connection

Information and Conditions: 

· Posters can be taped on the stand partitions.
· You will be able to access your stand for set-up between 8:00 and 12:00 on Monday 31 May. The exhibition will open on that same day at 13:00 and run until Friday at 15:00. You’ll be able to dismantle it on the Friday from 16:00 to 20:00.
· Stands will be attributed on a first come, first served basis.

· The positioning inside the hall is at the discretion of the EFC.
· Rates exclude local taxes (VAT).

Please tick:

· I have read, understood and agree to abide by the EFC’s guidelines 
Signature: 
   Date:

Please sign, date and return this form before Monday 15 March to the EFC Secretariat (by fax +32 2 512 3265 or email aga@efc.be). For enquiries, please contact Mr. Andrea Salvadori at aga@efc.be 
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