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Tallinn, 4-5 June 2018 

Guidelines for Staging Seminars 

 
Seminars are an essential part of the Annual Forums of the EU Strategy 
for the Baltic Sea Region (EUSBSR). They serve to exchange views on 
topics pertinent for the EUSBSR as well as to develop and disseminate 
new ideas and initiatives for the region. 

At the 9th Annual Forum there will be 21 slots for seminars. There will 
be seven seminar rooms available in total. The capacity of the rooms 
varies and they fit a number of participants seated as follows: 50, 100, 
120, 170, 200 and 250. There is a “Black Box” hall, where both the 
plenary meetings and seminars will take place, with a capacity of about 
550 participants. The Forum organizers will provide the infrastructure for 
the seminars, i.e. laptop, beamer and screens as well as a speaker 
system, where necessary. 

The length of each seminar slot will be 90 minutes. 

The organizing team for the 9th Annual forum will invite the key 
stakeholders to participate and to contribute to the event, especially by 
proposing seminars. With key stakeholders, we mean primarily but not 
exclusively the Policy Area and Horizontal Action Coordinators.  

The seminars will be fully organized by those who propose them. 
They will plan the seminar proceedings, invite speakers and moderators, 
prepare presentations and information materials etc. They will also 
inform the organizing team in detail and in time about the seminar 
according to the following schedule: 

31 January                     deadline for submitting seminar proposals, 
the proposals should be sent by mail to  
eusbsr.seminars@mfa.ee  

19 February                    selection of seminars 

12 March                         agreement on a seminar timetable and seminar 
descriptions for the forum’s programme  

30 March                         detailed description of the seminar including 
names of all speakers in the panel  

 
 
Seminar organizers should be prepared to send a short written 
summary with the main conclusions of the seminar (including an 
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evaluation) to the organizing team after the Annual Forum. This 
contribution will serve as a part of the documentation of the Forum. 
 
Experiences of past annual forums have shown that not every seminar 
proposal could be realized. Therefore, the organizing team may be in the 
unfortunate position of having to reject proposals. It may also enter into a 
dialogue with seminar organizers with the aim to rendering as attractive 
as possible the panoply of seminars at the Annual Forum.  
 
Seminars should provide a clear link to the Strategy and to the general 
subject of the 9th Annual Forum: “After 2020”. We expect the seminars to 
relate to at least one of the three main themes of the Annual Forum: “The 
EU Cohesion Policy and the EUSBSR after 2020”, “EUSBSR and the 
Digital World” and “EUSBSR and the Marine Environment”. Ideas about 
seminars that enhance the EUSBSR main objectives - “Save the Sea”, 
“Connect the Region” and “Increase Prosperity” - are also welcome.  
 
Seminar proposals increase their attractiveness, if they: 

 offer new perspectives on topics relevant for the EUSBSR  

 provide inspiring panellists, high ranking panellists have an 

especially good chance to attract attention 

 include a diversity of speakers and positions 

 provide ample room for exchange with the seminar participants 

 are as detailed as possible 

 provide a link or a follow-up to the last years' Annual Forums 

It is strongly recommended that seminars have not more than four 
speakers in the panel and that presentation, if any, have 10 slides 
maximum. 
 
If you have questions, please do not hesitate to contact Mr. Raul Mälk, 
Estonian Ministry of Foreign Affairs (mail: eusbsr.seminars@mfa.ee). 
 
Updated information about the general programme is available at the 
official website of the 9th Annual Forum. 
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