nuestro pequeno mundo

conferences

Conference office Agencies in Alicante

?égﬁgl-:gal\;ledma = Avda Dr. Gadea, n° 18
i 03001 Alicante

03007 Alicante 965 20 45 00

965 22 82 97

Avda De la Estacién n° 15
C.C. Bulevar Plaza

Junto Fnac

03003 Alicante

965 92 19 39



nuestro pequeno mundo

Nuestro Pequefio Mundo Viajes

Founded in 1995 in Alicante , Nuestro Pequefio
Mundo Travel Agency has grown into a large
group of tourism companies, comprised of four

key projects:

Nuestro Pequefio Mundo Travel Agency -
our retail travel agency which specialises in
the organisation of group travel, conferences
and holidays.

Producto Propio — a wholesale travel agency
specialising on the organisation of group travel
and which today works with over 100 travel
agency clients.

1001hoteles.com - an online hotel reservation
service 170 countries, 5,700 cities and over
40,000 hotels with on-line reservations.
Nego Servicios - a company offering a wide
range of services to over 250 associated
independent travel agencies throughout Spain.
These four projects are mutually
complementary and lead to important synergy
being created which assures the viability of

the group as a whole to tackle challenges that

conrerences

the future holds for the tourist sector.
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Introduction

Organising a conference from start to finish
is, without doubt, a complex affair, one which
is well worth leaving in the hands of an

experienced company.

At Nuestro Pequefio Mundo Travel Agency we
have a specialist conference organisation
department staffed by highly trained and
experienced professionals.

This department brings together all the essential
service management areas required to ensure
that your conference is a huge sucess.
Both in terms of offering integrated
management and as an OPC for the
organisation of the Conference, and in taking
care of the technical and social coordination
of the event, Nuestro Pequefio Mundo, thanks
to its specialisation and experience, constitutes
an excellent option, backed up by the finest
staff in the sector and an exhaustive knowledge
of the product.

Trust Nuestro Pequefio Mundo Travel Agency.

Put your conference self in the able hands of
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true professionals.
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Budgeting — -
+5 1
The first step to be taken in undoubtedly that -

of drawing up a detailed budget, carefully

setting out the:

income items

attendance fees
commercial exhibition
sponsorship
contributions

other income

and expense items

general

or fixed expenses which do not

depend on the number of people

attending the conference.

variable

expenses which are affected by the

number of people attending.

ho

In collaboration with the Organising Committee,

the budget will be adjusted as and when the

various decisions are taken regarding the

suitability of the various options available.

conrerences
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Pre-conference

The steps that need to be taken in order to
define the basic parameters for the conference
and the presentation of a proposal can all be

handled by Nuestro Pequefio Mundo, if so

decided by the Organising Committee.

choosing the date and location.

analysing the various finance
and sponsorship options

available.

preparing all graphic and
audiovisual material for the

proposal.

establish the suitability of

technical factors .

define what planning services

are required.

coordinate the composition and

location of the scientific technical

conferences

offices .
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Structure ; Technical and Social Matters

Honorary Committee

The Honorary Committee is generally comprised
of people from social, political, scientific and
academic fields of certain renown.

The role of the committee is to confer the

required prestige to the event and has no real

function.

Organising Committee

Scientific Office Technical Office

The Organising Committee normally works with
the support of two offices: The Scientific Office
and the Technical Office. The latter of these
two features the Exjecutive and Social
departments. Nuestro Pequefio Mundo carries
out its role with great professionalism, fulfilling
its responsibilities which the Organising
Committee have sought to delegate to the
Technical Office, from hiring venues to ensuring

the availability of tourist and other socially-
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Technical Office

Official Headquarters

Nuestro Pequefio Mundo Travel Agency takes
care of all the necessary steps required in the
hiring of the venue in which the conference is

to be held.
conference halls and rooms

decor and signposting
audiovisual equipment
simultaneous interpreting service
catering and restaurante services
convention hostesses
hotel accommodation

hotel transfers

Marketing and communications

A team of experts from the Nuestro Pequefio
Mundo Viajes Travel Agency will take care of
all the necessary steps in order to ensure that

your conference has its own identity

corporate image
pre-programme , preliminary and final

registration sheets  and hotel accommodation.

general stationary envelopes,
writing paper, registration sheets,

summary sheets, conference
proceedings.

acreditation cards
signs for tables
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Technical Office

Promotion and supervision of the conference - Internet

We manage and supervise all conferences via
the internet We are therefore able to offer the
settng up and hosting of a fully functional

conference website, including:

the final programme
presentations and summaries
on-line presentations

social events

accommodation services
on-line reservation

on-line registration

post - Conference

Speakers

We will look after all the service that invited
guests such as speakers and committees might
require :

flight reservations

flight ticket dispatch

especial reception

accommodation

special attention

guide

programme for those accompanying guests
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Scientific Office

Scientific work

Nuestro Pequefio Mundo will take charge of
the reception of work, carrying out clarification

in order that it may be approved by the Scientific

Committee.

reception

IT classification

correspondence with speakers

transfer of the acceptance of the presentation
setting of the day , time , session , etc.
preparation of a book of conference proceeedings
publication on the Internet

summaries

Through our online conference
management programme, communications

processing can be carried out:

number of the communication
title

authors

work centres and their addresses
subject-based differentiation

oral

poster

video
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Scientific Office

Commercial Exhibition

We oversee the organisation, promotion and
sale of commercial space, both at the

conference centre and on the internet.

plan design

information and leasing of space
agreements with exhibitors
charges and payments

furniture

Conferences

Reception and coordination

We supervise the reception and coordination

for the whole Conference.

acreditation cards

bags and documentation

cards for social events

awarding of the certificates to speakers
handing out of communications

"in situ " registration at the conference centre
assistance provided to speakers

coordination of events

solutions to unforeseeable situations
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Ponemos a disposicion del Congreso nuestra

estructura y experiencia como Agencia de

Viajes.

Travel Agency

Tourism Services

Our apply our structure and extensive
experience as a travel agency to our conference

services :

accommodation
transport
excursions

social events

travel organisation

programme for those accompanying guests

post-conference programme

Post - Conference

Results

Once the Conference has come to a close,

together with the Organising Committee, we...

analyse the conference

assess results

analyse compliance with budget
draw up a final report

recent communication

close the budget

liquidation
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