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1. CONTACT LIST 
 
 

CONGRESS ORGANISATION 
MCI SUISSE SA 
Mr René Haller & Mrs Gaëlle Notzli 
9, Rue du Pré-Bouvier 
1242 Satigny, Geneva, Switzerland 
eahad@mci-group.com 

 
 

REGISTRATION & HOTEL RESERVATION 
MCI SUISSE SA 
9, Rue du Pré-Bouvier 
1242 Satigny, Geneva, Switzerland 
Phone: +41 (0)22 33 99 579 
Fax: +41 (0)22 33 99 631 
Email: eahadreghot@mci-group.com 
 
 
CONGRESS VENUE 
Alex Robinson 
alex.robinson@manchestercentral.co.uk 
Senior event manager 

 
CONGRESS AV 
Nikki Urquhart 
nikki@sterlingeventgroup.co.uk 
Senior Account Manager 

 
EQUIPMENT/ SHIPMENT DELIVERY 
(Advance warehouse 15.01.-01.02.2020) 

For delivery and customs clearance, please 
make sure to contact the official freight 
handler before Monday 19 December 2022 
Chris Torr 
+44 114 2690641 
chris@gbhforwarding.com  
 

 
TEMP STAFF AGENCY 

       LiveBuzz 
staffing@livebuzz.co.uk  
 

 
LEAD RETRIEVAL DEVICES / BADGE 
SCANNERS 
MCI SUISSE SA 
Mrs Karen Bhavnani 
9, Rue du Pré-Bouvier 
1242 Satigny, Geneva, Switzerland 
Switzerland 
badgereader@mci‐group.com  

 
CATERING & BRANDING 
Becky Taylor  
b.taylor@manchestercentral.co.uk  

mailto:eahad@mci-group.com
mailto:eahadreghot@mci-group.com
mailto:alex.robinson@manchestercentral.co.uk
mailto:nikki@sterlingeventgroup.co.uk
mailto:chris@gbhforwarding.com
mailto:staffing@livebuzz.co.uk
mailto:badgereader@mci%E2%80%90group.com
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2. SATELLITE GUIDELINES 
 
 

2.1 OFF SITE SATELLITE SYMPOSIA AND MEETINGS 
All Satellite Symposia must be organized at the Congress Centre at official time slots offered by EAHAD 
2023. Companies organizing a Satellite Symposium outside the Congress Centre could encounter 
serious disagreements with the EAHAD 2023 Authorities. Please note that is strictly forbidden to 
organize any meetings for more than 20 participants during the official scientific session 
timings. Meetings bigger than 20 persons need to be done during the following times: 

 
• Tuesday, 7 February 
• Wednesday, 8 February before 09.30 and as of 19.30 (for your information, note that the 

Executive Committee Meeting (20 persons) of the EAHAD will run on this entire evening) 
• Thursday, 9 February as of 18.00 
• Friday, 10 February as of 15.00 

 
 

2.2 SATELLITE PROGRAMMES 
The same topic cannot be given in a sponsored symposium and during the main scientific programme 
of the congress.  

The congress organizers would like to be able to put the final programmes of the Symposia on the 
congress website by Early December 2022. Now that all programmes have been approved, please 
make sure you send us your finalized programme invitation (pdf) which will be uploaded on a relevant 
page on the website. The earlier the programmes can be available to the registering delegates, the 
better. Please send your finalized programmes / invitations as soon as possible to eahad@mci-
group.com. This will allow the organisers to start including them in the congress marketing. 

KINDLY BE INFORMED, THAT THE STREAMING OF THE SATELLITES THROUGH THE 
PLATFORM, AS WELL AS THE AVAILABILITY OF THE RECORDING ON-DEMAND FOR 3 MONTHS 
AFTER THE CONGRESS IS INCLUDED. 

 
 

2.3 SATELLITE SYMPOSIA ADVERTISING OPTIONS 
 

POSTERS / DISPLAY SIGNAGE 
Companies holding an official Satellite Symposium during the EAHAD 2023 congress are allowed to 
advertise their Satellite Symposium by displaying two self-standing signage elements, in the 
registration area and one in front of the conference room used to hold their own Satellite Symposium 
during the session preceding their symposium. The displays are to be produced and brought by the 
companies. 1 display will be placed in the registration area on the morning of the Satellite Symposia 
day (8 February 2023) and can remain there until the end of the concerned symposium. The second 
display can be set in front of the entrance room of the symposium starting 30 minutes prior to the actual 
symposium. It has to be removed close to the end of the symposium so that the next company can start 
their setup. 
Advertising displays for the Satellite Symposia are not included in the rental price of the Satellite 
Symposia. It is the companys’ task to order, produce and set up the stand-alone advertising displays. 
It is the responsibility of the company holding a Satellite Symposium to set up the displays and to 
dismantle them at the end of the symposium. Posters which will not be removed after the symposium 
will be removed at companys’ risk. 

 
Any other promotion using human signage or any miss-placed signage outside the above- 

mentioned option will be removed by the organizers. 

mailto:eahad@mci-group.com
mailto:eahad@mci-group.com
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2.4 CORPORATE BRANDING OF MEETING ROOMS FOR SATELLITES 
 

Exchange hall (Plenary Room), Charter 1-2-3 and Exchange auditorium (both breakout rooms) 
will be used for the Satellite Symposia. Due to the tight schedule of sessions in the meeting rooms, the 
Satellite corporate branding inside the meeting rooms is strictly limited to the following: 

 
• Speaker’s lectern, Presidential table seating 6 persons 

o For branding of both these options, kindly note the dimensions on page 8 
o Lectern: see picture with measurements 
o Presidential table: 6ft trestle is 1930mm wide x 914mm high 

• All other corporate branding in the session rooms must be self-standing 
• Corporate branding should not affect the previous sessions as well as the following sessions 
• You may enter and set-up in the room 30 minutes before the start of the symposium 
• It is the responsibility of the company holding a Satellite Symposium to remove all branding at 

the latest 15 minutes after the end of the Satellite 
• Corporate branding should not change in any way the congress signage already installed in the 

conference room 
 

2.5 REHEARSALS 
 

Rehearsals are possible pending availabilities of the requested spaces. Kindly note, that there may be 
charges for the technical staff of the venue for the rehearsals. For any requests, please contact: 
eahad@mci-group.com 

 
2.6 LIST OF REGISTERED PARTICIPANTS 

 

• Due to data privacy regulations, companies holding an official Satellite Symposium during the 
             EAHAD 2023 congress are no longer entitled to receive the list of registered participants. 

• Companies are entitled to a reference to the symposium page on the website in the congress 
e-mailers 

 
2.7 SYMPOSIUM GUIDELINES: 

 
GENERAL 

• Symposia should have as their objective the communication of scientific material to 
enhance the knowledge of attending medical doctors, scientists, and other healthcare 
professionals. 
 

SPEAKERS 
• A speaker may present at a maximum of 2 symposia during the congress 
• The above rule does not apply to symposia chairs or discussants 
• If a speaker is speaking during the main scientific programme of the congress, they 

may speak at up to 1 symposium. 
• The company organizing the symposium is responsible for communicating this 

rule to invited speakers. 
 
The current EAHAD 2023 programme is available online at: 
https://eahadcongress.com/programme/   

mailto:eahad@mci-group.com
https://eahadcongress.com/programme/
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2.8 AUDIO-VISUAL EQUIPMENT OF CONFERENCE ROOMS 
 

The three rooms used for Satellite Symposia (Exchange Hall (Plenary Room), Charter 1-2-3 and Exchange 
auditorium (both breakout rooms) during the EAHAD 2023 congress will be equipped as follows: 

 
 

Exchange Hall (Plenary Room): 
 

- Theatre style seating with: 1’600 seats 
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Charter 1-2-3 (Breakout room) 

 

  
• Theatre style seating with: 950 seats 
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Exchange Auditorium (Breakout room) 
 

- Theatre style seating with: 800 seats 
 

 
 

 
 

 
 

Additional AV equipment can be ordered at extra cost. For further information and quotations for 
additional audio-visual equipment, please contact: 

 

 
 
 
 
  

AUDIO VISUAL EQUIPMENT 
 

Nikki Urquhart nikki@sterlingeventgroup.co.uk Senior Account Manager 

mailto:nikki@sterlingeventgroup.co.uk
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Lectern 

  
 
  

 
 

Presidential Table 
 

  
 
 
 

 
Table 6ft trestle is 1930mm wide x 914mm high 
With Black tablecloth 
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Please note that the congress will provide a Speakers’ preview room for the congress speakers. It is 
highly recommended that your teams use it for the projection in your Satellite Symposium. 

 
 

2.9 CATERING FACILITIES 
 

Companies organizing a symposia/session can organize catering before or after their Satellite 
Symposium just outside the room. Given the planning of the different symposia on Wednesday 8 
February, it will be important to discuss catering also with MCI to make sure that we can best plan any 
additional food function you are planning and allow a smooth flow of setup and realization between the 
different parties involved, including your fellow satellite organizers. For further information, price 
quotations and order procedures on catering at the venue, please contact the official caterer: 

 
CATERING  
Becky Taylor  
b.taylor@manchestercentral.co.uk  
 
 

2.10 PARTICIPANT REGISTRATION 
 

Satellite Organizers are entitled to 6 free full congress registrations. 
In addition to this, 6 staff members, necessary for holding the symposium (communications agency, 
hostesses, etc) are also granted. 10 Satellite only access passes are granted for invited persons to 
the Satellite Symposium only. Would you please communicate these names to our registration 
department: eahadreghot@mci-group.com 

 
 

2.11 ONSITE TEMPORARY STAFF 
 

Kindly note that 2 hostesses will be available in each of the Session rooms. They will be in place 
to help with general room supervision. They cannot be used to distribute materials to the 
delegates. If Satellite Organizers need staff specifically, they can contact the supplier directly: 
 

   
TEMP STAFF 
LiveBuzz 
staffing@livebuzz.co.uk  

 
 

2.12 DELEGATE DATA COLLECTION 
 

Your Smart and Simple Lead Collection Solution: 
This time, EAHAD has decided not to use the tracking badges. The best option to have the highest 
positive response rate is through the traditional scanning process. The only quick and easy way to 
collect full delegate contact details at EAHAD 2023 is by contacting and placing an order directly 
through: badgereader@mci-group.com. You will receive all the relevant information about the different 
options. 

mailto:b.taylor@manchestercentral.co.uk
mailto:eahadreghot@mci-group.com
mailto:staffing@livebuzz.co.uk
mailto:badgereader@mci-group.com
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3. VARIOUS INFORMATION 
 
 

3.1 SHIPPING & FORWARDING 
 
For any shipment and customs clearance, please make sure to contact the official freight forwarder  
before 19 December 2022 
 
Chris Torr 
+44 114 2690641 
chris@gbhforwarding.com 
 
 
 
3.2 VENUE OVERVIEW 
 

 
 
 
 

 
 

 

 

Congress 
Plenary / 
Satellite room 

1’600 seats 
Satellite room 

950 seats 

Catering & 
Posters area 

Psychosocial workers 
100 seats 

Main & Nurses 
240 seats 

Satellite room 
/overflow 

800 seats Physiotherapists 
150 seats 

Speaker preview room 

Registration 

Area 

Main 

Entrance 

Meeting Rooms 

Charter 1: 400 seats 

Charter 2: 230 seats 

Charter 3: 270 seats 
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