WORD

a Ao KapT

adela Eaywyng

aiBovoa Sokiuwv
(Tapovoldoewv)

aiBovoa opANTWV

aibovoa cuvedplLacewv

aiBovoa cvokéPewv

atBovoa TOTToV

alBovoeg TOAAATIAWV XP1CEWV;
ouvedpLakEG aiBovoeg

DESCRIPTION

Menu with price stated for each item offered,
as opposed to a fixed price for an entire
meal.

A government document which permits the
"licensee” to engage in the export of
designated goods to certain destinations.

Room where speakers can check their slides,
overhead sheets and video tapes.

Lounge for speakers to relax and to prepare
their presentations.

Room where an assembly meets.

Meeting room set up with a permanent
conference table and suitable seating.

Space reserved for media representatives.

Spaces or areas where meetings, banquets,
exhibitions or other group events are held.



altnon ylx v mapovciaon
epyaciog

altnon ywx v apovciaon
TOOTEP

altnon ywx v apovciaon
Towviog

altnon mapovcioong pe emideltn
o€ TIivaKa

OKOVOTIKA

AkovoTika / AEKTEG HETAPPAOTG

QAKOVOTIKA KEPAANG

Form for submission of an abstract to
support an application to present a paper;
for assessment and screening by a selection
committee, often referred to as an "abstract
form".

Form for presentation of a poster for
inclusion in a poster session; submitted for
assessment and screening by a selection
committee.

Identification card to enable exhibitors to
gain access to an exhibition.

Form requesting authorization to give a
demonstration.

Device that converts electrical energy into
sound waves and is worn over or inserted
into the ear.

A device that allows the audience to listen to
the speaker in simultaneous interpreted
languages

Headphone with a built-in microphone.



AKLVPWTLKY PNTPA

AAyopiBuog

aAe€imupov

apeoca umvopata/ GCLVO AL

AUEDT) TLHOAGYN 0N

apoLfn

ap@Beatpkn Statadn

Provision in a contract stating the terms on
which the contract may be cancelled.

An algorithm is a set of formulas developed
for a computer to perform a certain function.
This is important in the social sphere as the
algorithms sites like Facebook and Google
use are critical for developing content-
sharing strategies.

Material that is flame resistant.

Instant messaging (IM) is a form of real-time,
direct text-based communication between
two or more people. More advanced instant
messaging software clients also allow
enhanced modes of communication, such as
live voice or video calling.

Accounts receivable mailed to individuals or
firms with established credit.

Payment made in token of personal
involvement in an event.

Conference seating where chairs are
arranged in rows facing head table, stage or
speaker.



au@LBEaTpo

avafaduion

avafoAn ocuvedpilaong

AVAYKEG O XWPO KoL TTEPITTTEPA

Avayvwotng Barcode

avadpaon; avatpo@odotnon

Avalrtnon twitter

avakoivwon cuvedpiov

a circular building with seats rising in tiers
around a central open space

To change to a superior standard.

Suspension of the meeting either indefinitely
or until a later date.

Amount of stand/booth space required by
individual exhibitors.

Is an electronic device for reading printed
barcodes, it consists of a light source, a lens
and a light sensor translating optical
impulses into electrical ones

Regeneration of sound from audio speakers
back through a microphone causing a
dissonant sound.

Twitter Search is a search engine operated
by Twitter to search for Twitter messages
and users in real time.

Leaflet or brochure with essentials on
forthcoming event.



avoAOYLO

Avapetadoon video

Avapetadoon nxov

AVAUOPPWTIKOG (PAKOG

AVATIOPAYWYN EYYPAPWV

AVAPTNUEVA OTOLYEL

aVATUTIO

QVETIOAPKN G TTAN pWUN

avemionun evévpaoia

Reading stand with slanted top. Can be a
tabletop lectern or one which stands on the
floor.

used to relay from one session hall to
another hall with both video and audio

Used to overflow from one session hall to
another hall with audio only

Lens adapter designed to produce a wide-
screen image.

Reproduction of documents.

Attachment of devices to the frame work of
an exhibition hall.

Separately issued reprint of a part of a
publication or document.

Insufficient payment/funds received for
items ordered.

Sport shirt (possibly with jacket) for men;
resort wear for women.



QVETIIOT U] GLUVAVTNON

QVETIIOT U GLUVAVTNON

avetionuo évéuua;
eTayYEAUATIKO EVEupa

avBpwmivo Suvapiko

aVoLYTO ELOLTNPLO

Avtaywvilopatr/Alywvilopat

avtiypao

avTlypa@o £TOLULO yLa
EWTOYPAPLKI] AVATIAPAY WY

avtiypa@o opAiag

Informal gathering, not necessarily social.

An informal social gathering.

Business or lounge suits and short day
dresses; can include informal forms of
national dress.

personnel

Ticket valid for transportation, indicating no
minuted or specific travel details.

Compete is a web-based application that
offers users and businesses web analytics
and enables people to compare and contrast
the statistics for different websites over time.

Film or tape which has been printed from the
original copy.

Materials ready for photographic
reproduction.

Written copy of spoken material.



avtiypa@o; Avtitumo

aVTITTPOESPOG

QVTLTIPOOWTELN

QVTLTTPOOWTIOG

QATOAAXKTIKY priTPO

aTEX W

QTIOKAELOTIKOG atvA80X0G

QTOKALOT)

Material to be, or in the process of being, set
up for printing. Not to be confused with the
everyday use of "copy" as opposed to
"original”.

Person selected to deputize for, or assist, the
chairman in controlling and managing either
a committee or a meeting session.

Representatives of a particular country or
organization at a meeting.

Voting representative at a meeting.

Clause in a contract whereby a party
explicitly refuses to accept responsibility for
something.

to decline to use ones vote

Contractor appointed by show or building
management as the sole agent to provide
services.

Departure of individual passenger from
established group itinerary.



QTTOKOULOT ATIOPPLULATWV

amoOKopUpa TOTIOV

ATOOTOAY] / ATOGTEAAOLEVO

EUTIOPEV X

ATIOOLVAPUOAGYT|ON

ATIOCLVAPUOAGYT 0N

amé@aon - TAaiclo

apLOUOS YAWOO WV TAUTOXPOVNS
Stepunveiag

aApLOPOG KATEAANUEVWV
Swpatiwyv ava voxTa

APV TIKO

Removal of rubbish from building or stand
areas.

Article cut from a newspaper or magazine.

shipment of goods

Action required to dismantle a function
setup.

Take-down and removal of exhibits.

Preliminary decision setting out a
framework within which detailed provisions
may be established by means of later
individual decisions.

Total number of languages into which
speeches are being interpreted (including
the floor language).

1. Number of sleeping rooms actually
occupied during a particular night.

Reversed form of original art or type.



Apxela Google

Google Documents is a group of web-based
office applications that includes tools for
word processing, presentations, and
spreadsheet analysis. All documents are
stored and edited online and allow multiple
people to collaborate on a document in real-
time.

APXLKO TEVXOG AVAKOLVWOEWY

Printed volume of meeting papers available
prior to or at an event.

QO TIKTY HETAPOPA

The means of travelling within a city.

acvpuatn SiKTvwon

technology that allows electronic devices to
connect to a wireless LAN (WLAN) network,

ACVPUATO UKPOPWVO

Portable microphone operating on its own
power source.

Acvppato pkpo@wvo

Wireless microphone, to allow the speaker
free movement around the stage during
his/her presentation

aoVPUATO CVOTNHA

System for message transmission by radio.

acvpuato cVoTnua Stepunveiog

he uTtepuBpeg aktives Interpreting system operated by radio waves

and hence without wire or cable connections
to the headsets.



QA0 PAAELX LETAPOPAS KAl
€kBeong

AaTtoko SAveLo

atuTm ocvvedpiaon; ATuTM
oLV080¢

ai&n oto Eevodoyeio

Baomn kapepag

Bepavta

Beotiaplo

BBAodeoia

This insurance usually covers loss or damage
caused deliberately or accidentally by third
parties during loading, unloading,
transhipment, transport and exhibition.

Money received by way of a loan to be
refunded in due course and not subject to
any interest charges.

Informal session with no specific agenda.

Procedure for guest arrival and registration.

Pan-tilt device on which a camera is
mounted.

Room with a patio or balcony overlooking a
garden or water.

Room in which outer garments may be left
temporarily.

Raised platform on which a speaker stands
or sits.

Process of fastening pages of books,
brochures, magazines, together.



BBAodeaia pe KOAAN O

BBAodeaia pe MAGyLo cupPAPT)

BBAodeaia pe cvppagn

BimtaiSela

Bwteodiaokeym

Bivteodiokog

Bwreokaoéta

Binding process by which pages are glued
together.

Binding process by which folded sections of
book or magazine are laced on top of one
another and stiched together from top to
bottom.

Binding process using wire staples.

Wikipedia is a free, web-based, collaborative,
multilingual encyclopedia project supported
by the non-profit Wikimedia Foundation. Its
millions of articles have been written
collaboratively by volunteers around the
world, and almost all of its articles can be
edited by anyone with access to the site.

[t allows two or more groups of participants,
situated in different locations, to converse
while seeing each other and showing, if
needed, images, graphics and documents.

Recorded disc containing images and sound.

Magnetic tape used in video equipment.



Buwowpotnta

BonOntkég uTMpeaieg

BonONTIKO TPOCWTILKO
ouvvedpiov

BonONTIKOG XWPOG

Bonbaog

YEVIKEG TIANPOPOPILES

YEVIKY] GUVEAELON

the ability to keep going continuously or to
leave a lasting legacy that will continue

The services which accompany a meeting
(stewards, technicians, interpreters, etc).

Those persons who work in the congress’
auxiliary services and have been identified
by the organizer and the contracted firm (if
any) whose names are clearly stated in a
previously prepared register.

Area adjacent to main event area for set up,
dismantling and temporary storage.

A group enabler (a person who maintains
awareness of the group’s relationships,
process, time and space without being a
contributor to the group’s work).

Information of interest to all participants.

General and formal meeting of an
association, club, organization or company
attended by a specified proportion at least of
its members for the purpose of deciding
legislative direction, policy matters, the
election of internal committees and approval
of balance sheets, budgets and the like. An
assembly generally observes certain fixed



YEVIKT] 6UV080G

YEVIKOG avad0x0G; Mo UOG
avaboxog

YEVIKOG YPAUUATENS

YEVIKOG StevBuvTig

YEVIKOG StevBuvTiC yla TV
Staxeiplon

yebua epyaciog

YKPOUT TIEPLTITEPWV LLE
TPOCOYELG TIEPLPEPELAKA

YAwooo eKkiviong

rules of procedure. Frequency: usually held
at a set time and place on a regular basis,
most General Assemblies are held on an
annual basis and refer as AGM.

A meeting open to all those in attendance at
a convention.

Company which provides services to
exhibition management and exhibitors.

Permanent head of the general organization.

The principal officer responsible for overall
administration of an organization.

Executive responsible for day-to-day
operations of an organization.

Light meal for small discussion groups,
without a break from working sessions.

One of a group of four or more exhibit spaces
with aisles on all four sides.

Language from which a speech or document
is translated.



YAwooa epyaciog

YAWooo 6TOX0G

ypaupateia ouvedpiov

Ypaweilo amoAecBévtwy
QAVTIKELEVWY

YPAPELD EYYPAPWV

YPOAPELD KPATIOEWV

YPOAPELD LETAPOPWV

YPaPELO TTANPOPOPLOV

ypaeio cuvedpiwv

Language in which the various aspects of a
meeting are conducted in practice.

Language into which a speech or document
is translated.

The office responsible for the administrative,
clerical and secretarial affairs surrounding
planning, and management of a conference
(cf conference).

Stand where lost items may be recovered.

Area at a meeting to which delegates and
others report for registration on arrival.

Division of a convention bureau responsible
for assisting organizers handling hotel
reservations for meeting attendees.

A business which handles export shipments.

Stand at which an official gives information.

A non profit umbrella organization that
represents a city or geographic area in the
solicitation and servicing of all types of



Ypaeio Touplopuov

Ypaeio TUTIOV

YWVLIOKO TIEPITITEPO

Samaveg; €€oda

Selktng Aéwlep

Seimvo

SelTVO KOWVWVIKOU XapaKTHpA

SEKTNG

travelers to that city or area... whether they
visit for business, pleasure or both.

Organization which exists to promote a town
or country to groups or individuals as a
tourist destination.

Department within an organization
responsible for distributing information on
the organization’s activities to the press.

Exhibit space with aisles on two sides.

Money paid out.

A compact instrument consisting of a visible
light laser, used for pointing out features on
a projected visual display.

Evening meal for a group; not usually
ceremonial.

Non-working evening function at which a
meal is served.

Apparatus that converts electric currents or
waves into visible or audible signals.



SdeAtio TOTTOV

Setiwon

Setlwomn kadwooplopatog;
TIAPTL KOAWOOPIOUATOG

Se€lwom e KEVTIPIKN
Bepatoroyia

dNUOGCLEG OXETELS

Siaypappa xwpov; MAdavo
Slataing xwpov

Sy wviopog

Sadikaoleg

AladikTVaKO CLVESPLO

Prepared statement released to the news
media.

Stand-up social function with only canapés
and beverages.

Reception/party where welcome drinks are
served.

A special reception or banquet designed
around a central motif.

Presentation of an event via the media or
other outlets, emphasizing its benefits and
desirability.

Floor plan with specific requirements (dais,
tables, chairs, etc.) drawn to scale.

competition

Published volume containing papers
presented at a meeting. May or may not
include details of discussion.

Conference which is held electronically via
the internet



Stadoykn Stepunveia

AlaSpaoTIKY) GUUHIETOXT KOLVOU
pe SMS

Stadpoun; Mpoypaupa

Stadpopog

Staipeon 006vng

Stakom) cuvedpiaong

StakdmTng petafAntov

OWTLONOV

StakOTTw avafdAiw

Oral translation of a speaker’s words into
another language, either in full or in
summary and conducted when the speaker
has finished what he was going to say or
pauses for interpreting.

A system setup for attendees to send texts to
an advertised number and the texts can be
live displayed on the projection screen as
live feedback to the proceedings or voting etc

Detailed programme of a visit or tour.

Passageway for people to pass between two
rows of stands facing each other, between
the stands and the walls of a hall or from one
level to another.

Horizontally or vertically separated video
pictures shown simultaneously.

Temporary break in meeting for a specific
and unprogrammed reason.

Control that adjusts variations in the light
level in a room.

to postpone proceedings



Slakoounon

SlakOoUNoN LE KOUPTIVES

Stadeppa (Yoo avapuKTIKG)

StaAelppa ylo Kopé

StaAedn

SIGAAE IO Yo TOGL

SlaAoyikn amdvtnon

SlaAoykn o0vodog; cUVoSoG e
Yngogopia

That which adorns, an ornament.

Decorating with drapes — Hollow metal pipes
are used for support; booth drape is usually
8 feet high.

Time between sessions when refreshments
are served.

Short interval between sessions during the
morning or afternoon at which coffee is
served.

Discourse given before an audience,
especially for educational purposes.

Short interval between sessions during the
morning or afternoon at which tea is served.

A system which enables the audience to
respond to prepared questions by means of a
multifunction keypad. Responses are fed to a
computer which tabulates them and displays
the results graphically on a projection
screen.

Session where participants take an active
part in the work.



Stapovn

SLapovn TePLoGOTEPO TOV
TPOPBAETOUEVOL

Slavoun eyypapwv

SLVUKTEPEVTELS

Slamiotevon

Slapkela ovvedpilaong

Staokeym pe TToapGAANAES
oLVVOS0UG

Bedroom(s) at a hotel and rooming
arrangements; usually specifying the hotel
classification in terms of its amenities,
facilities, level of service and cost.

Guest who stays at facility beyond stated
departure date.

Handing out or mailing of documents.

The nights spent by the participant: - during
the meeting ;

Official authorization to cover an event. The
process of granting such authorization.

The number of days from the opening
session to the closing session. Additional
days for optional excursions are not
included.

Conference with parallel programme session
when participants have the choice to follow
one or the other road or to jump from one
track to the other during the duration of the
meeting.



Staokeym HEow TNAEPWVOL

Staokeym; ovvdlaokem

Slaotaoelg epImTEPOV; UPadov
TLEPLTTITEPOV

SlaoTavpwT THPIAANAN
o0UV0806

Siatain

Stdtagn yvpw amd to
tpamélydiatadn board

Stataén kabopdtwy; [MAdvo
Kablopatwv

Telephone conversation involving a number
of subscribers simultaneously.

Participatory meeting designed for
discussion, fact-finding, problem solving and
consultation. As compared with a congress, a
conference is normally smaller in scale and
more select in character - features which
tend to facilitate the exchange of
information. The term "conference" carries
no special connotation as to frequency.
Though not inherently limited in time,
conferences are usually of limited duration
with specific objectives.

Dimensions of assigned space.

A session which is similar to another session
involving the exchange of information (cf
parallel session).

Artist’s or designer’s indication of how a
printed piece should look.

Table set up in rectangle or oval shape with
chairs on both sides and at both ends.

Plan or other document showing where
individuals should be seated for an event.



Particularly applies to a banquet or on a
platform at a meeting.

Siatadn kautmoapé

seated at round tables, either fully
occupied; or half occupied facing
stage/screen

Siataén oe oxnua E

Tables set up in the shape of an E with chairs
on the outside of the closed end and on both
sides of each leg.

Siataén oe oxnua T

Series of tables set up in the shape ofa T
with chairs set all around except at head
table.

Suataén og oxnua U

Series of tables set up in the shape ofa U
with chairs set all around.

Siataén og oxnua U

Horse-shoe shaped table.

Slapavelx

Photographic transparency on a small plate
or film arranged for projection.

Slapdvela

A print or inscription on a special
transparent sheet of paper made visible by
means of a overhead or slide projector.



Slapaveleg pe kiviion/ animation

Slapnuion ota péoa
evnuépwong

SLaENUOTIKO TTavo

Slaeno Tk Tvakida

SlaopoToinon - SlamokiAion

SLOXELPLOTIKT ETITPOTN

S1eBveég/ €BvikG ouVESPLO

Stebvn ouvedpla

Slide technique which creates an illusion of
movement when used in rapid sequence.

Advertising to the public in journals,
newspapers or magazines or on radio,
television or film.

Suspended panel for decor or graphics. May
be cloth or rigid material.

a large outdoor board for advertising

alternative direction in business from your
core activity

Committee to carry out policy and strategy
for the organization of an event.

Membership or meeting participation
available to organizations or individual from
one nation, but able to meet in another
nation.

1. International/intercontinental: a meeting
of an organization with multi-national
membership that is available to meet on
more than one continent. 2.

International /Continental: a meeting of an



Stepunveag — cVVEEGNOG;
UEGOAABWV SLEPUNVENS

Stepunveag Sladoxkng
Stepunvetag

Slepunveag ovvedpiwv

SLEpUNVEQG, KATOXOG OTIAVIAG
YAWGOQAG, Ao TOV 0TI0(0
UETA@PA{OVV 0L VTIOAOLTIOL

Stepunveia

Stepunvela amod Kol TPog TV
EEvn YAwooo

organization with multi-national
membership that is available to meet on only
one continent.

Person interpreting a conversation between
two or more persons from one or more
foreign languages into his mother tongue
and vice-versa.

Person who translates a speaker’s words
into his mother tongue (and possibly vice-
versa), either in full or in summary, when the
speaker has finished what he was going to
say or pauses to allow interpreting.

Person who interprets into another language
oral presentation(s) made during a meeting.

Only interpreter in the team assigned to a
meeting who is able to translate out of a
lesser used language and functions as a
"relay" for the rest of the team in relation to
that language.

Oral translation from one language to
another.

Interpreting both ways: from and into the
foreign language.



Stepunvela péow TPiTNG YAWOO NS

Aleon

StevBuvon aAAnAoypapioag;
TaxLuSpopLk Slevbuvon

StevBuvn g €kBeong

StevBuvi g €kBeonG; 0pYaVWTNG
€kBeong

SLEVOLVTNG OLKOVOULKWV

Oral translation whereby an interpreter does
not translate directly, but interprets the
translation of a colleague, usually because he
is not qualified to work directly from the
original language.

A hashtag is a tag used on the social network
Twitter as a way to annotate a message. A
hashtag is a word or phrase preceded by a
“#.” Example: #yourhashtag. Hashtags are
commonly used to show that a tweet, a
Twitter message, is related to an event or
conference, online or offline.

Address to which correspondence is sent.

Individual representing show management
responsible for managing the exhibition area
on-site (enforcing rules, responding to
requests, etc.).

The organizer or promoter of an exhibition;
responsible for the letting of space, financial
control and management of the exhibition;
sometimes an agent acting in this capacity.

Executive responsible for financial affairs of
an organization.



StevBuvT ¢ TWANCEWV

StevBuvTn G oKV

StevBuvig cuumociwy

StevBvvwy ovpfoviog

SiKaovyog

SixkAwvo Swpatio

SIKALVO SWUATLO YLt XPTOT WG
HLOVOKALVO

SI\0 kpePPartt

Slolknon

Individual at a meeting facility responsible
for overall direction of sales staff.

Employee of the venue in charge of stage
facilities.

Hotel staff person responsible for selling
group and local food and beverage functions.

Principal executive officer of a company.

a receiver of benefits

Room containing one bed for two persons.

Twin/double room occupied by one person,
paid for at a negotiated rate.

Bed normally measuring 130 x 32cm (5x 78
inches) for 2 persons. "Standard double bed"
is referred to in UK a 4’6" x 6'"

Organization and management.



S10IKNTIKO oLV PovAL0

SL0KNTIKO cupPoVALD

SlolkovoA EMITPOTN

SLopYavVW TG EUTIOPLKWV
ekBéoewv

SLopyavw TG CLUVESPLACEWVY

SumAN kpdtnon

Sokiplo

Aopnpevn MAATEOPH
SIKTVWONG

Group of members responsible for
establishing and enforcing the rules and
regulations of a society or association.

An official body (cf board) which manages
the affairs and administers the funds of an
institution or organization.

Group which decides on the order of the
procedures.

The individual who plans a trade show,
reserves the space, markets to exhibitors and
promotes attendance by buyers.

Professional Conference Organizer

Reserving space for two groups (or persons)
for the same dates when only one group (or
person) can be accommodated.

Final copy for approval before printing.

An online central forum that enables
communication and interaction based of a
pre-defined profile



Sopuoplkn cuvedplaon

S0pUPOPLKO CEULVAPLO

S0pUPOPLIKO GUUTIOCLO

SpactnploTTA Yl TNV
EVOUVAUWOT KoL TN cVOPLEN
OXE0EWV TNG OpAdag

Spopéag

SwUATIX IOV £yovV KpaTnOel yia
EVA YKPOUT

Swuatio ya 4 atopa

Swpdrtio pe 2 pova kpefdtia

Swpdrtio pe kpeBAttL queen size

Meeting on a similar or related subject taking
place either concurrently or, shortly before
or after main event.

A small or secondary meeting of specialists
who have a specific commun interest (cf
seminar.)

A small or secondary meeting of a number of
experts in a particular field (see
"symposium’).

activity to bring people together to work as a
team

someone who runs, often between two
points, eg a messenger

Number of rooms reserved for one group.

Room with two double-size beds suitable for
two or four persons.

Room containing two single beds.

Room with one queen-size bed suitable for
one or two person(s).



SWUATLO pE TIPWIVO

Swuatio TpwTwv Bonbelwv;
XWPOS TPWTWYV Bondelwv

Swped

Swpeav

Swpedv Swpatia

Swpedv vmodelypata

EYYpaQ]

EYYPAPN HETA TN ANEN
mpoBeopiag

Accommodation rate inclusive of breakfast in
addition to room; referred to as ‘B and 8" in
the UK, where such arrangement may be
offered in a hotel, in a boarding house or
even in a semi-private residence.

Place where emergency care is provided.

Sum of money or items of value received as
gifts.

Offered at no cost.

Complimentary rooms which a facility
provides without charge based on the
number of rooms picked up and occupied by
a group.

self-supporting and independent exhibit
material.

Booking and or payment to attend a meeting.
Inclusion as a participant in an event;
booking and payment to attend a meeting.

Booking received after the stated deadline,
usually incurring payment of a penalty fee.



EYYPAPN OTO YWPO SLEEAYywYNS
Tov ouvedplov, eyypapn emt
TOTIOV, VEX EYYPAPN

EYYPAPO TIPOCKANONG

EYYPa@o/ EVTUTIO £TOLUO TIPOG
dnuocigvon

EYYUNUEVN Kpdtnon (ue
Tpokataf3oAn)

eyyomon

EYKALP EYYPAPT, TIPOEYYPAPT]

EYKATAOTACELS (TOL XWPOUL)

Process of signing up for an event on the day
of, or at the site of, the event.

The proposal submitted by a destination or a
property inviting a group to meet in their
venue.

Word/phrase usually printed at back of title
page and bearing signature and date on
which publication was approved as ready for
press.

Pre-paid reservation held until agreed
arrival time, or check-out time the next day,
whichever occurs first. Guest is responsible
for payment if reservation is not cancelled.

The number of servicings to be paid for,
whether or not they are actually consumed;
usually required 48 hours prior to the event.

Registration received before a pre-defined
date, usually offering a lower fee.

Those facilities within the perimeter of the
organization where the meeting takes place;
it includes the installations and services both
in the auditorium and outside.



EYKATAOTOON

Eykplom

€yKpLom SATTAVNG; EVTOAN ayOpds

eyxepiSlo exkbeTwv

eyxepidlo cuvedpiov

egyunuévn kabuotepnuévn aién

€OVIKA oLVESPLA; TIEPLPEPELAKA
ouvedpLa

Process of setting up exhibit booth and
materials according to instructions and
drawings.

To give approval or agreement to a certain
subject matter or event.

Signed authority to proceed with an item of
expenditure.

Book of instructions and information for
exhibitors regarding the exhibition venue
and services offered by the organizing body.

Normally pocket size, a small book
containing useful information and
instructions relating to an event and the
locality in which it is to be held.

Guest room that is guaranteed by credit card
or advance payment if arrival is later than a
specified time, usually 6.00 p.m.

1. Domestic/national: a meeting of an
organization with membership from a single
nation available to meet in only that nation.
2. Domestic/Regional: a meeting of an
organization with membership from a single
nation available to meet in only a given
region of that nation. 3. Domestic/sub-



€0VIKO oLVESPLO

€OVIKOG

€OVIKOG AEPOUETAPOPENS

eBvikOTTA

ELSIKT) TLUN; ETALPLKT) TLUN; TLUT

YKPOUT

€L81K0G opoAoyiag ouvedpiwv

regional: a meeting of an organization with
membership from a single nation available to
meet in only a given sub-region of that
nation.

Meeting participation available to
organizations or individuals from one nation,
meeting in that nation.

belonging to a different race from your own

Airline designated by a country to serve
international routes (Convention Liaison
Council).

Identifies the country where the person has
full rights by birth or naturalization.

Amount charged for the occupancy of a
room, usually at a reduced rate and
negotiated as a group rate by the meeting
organizers.

Person who conducts terminology work
specifically in the context of meeting
organization.



Ewovidilo

ELKOVIKT] TIPAYUATIKOTNTA

gloNyNTG

ELOLTNPLO ELGOSOV

EKONAWOELS

ekONAwon

EKONAWON EKTOS XWPOL

ouvedplov

ek800ELg

An avatar is an image or username that
represents a person online within forums
and social networks.

Augmented Reality (AR) is a technology
enriching the real world with digital
information and media, such as 3D models
and videos, overlaying in real-time the
camera view of your smartphone, tablet, PC
or connected glasses

Person appointed to note and record the
proceedings of sessions and to write précis
(summaries) of the papers presented, for a
final summation session.

Ticket to be used for admission to an event.

All non-intellectual oriented meetings.

That which happens, an occurrence.

Conference Terminology

Printed items, such as books, magazines,
newspapers and meeting documentation.



exSpopn; Tepuiynon

EKOENA PLE LETATPETIOUEV
UOVTOUAQ

€kBeom

€kBeon

€kBeom AVOLKTI) GTO KOLVO

€kBeon mooTep; €kbeom
AVOKOLVWOOEWV

€kBeon ovvedpiov;amoAoyLopoS
ouvvedpiov

€kBeom; ekBeolakoO GaAAOVL

exBeolakn albovoa

ekBeolaKo KEVTPO

Organized outing to a specific place of
interest.

Exhibit constructed with interchangeable
components.

Event at which products and services are
displayed.

Large trade exhibition

Exhibition open to the public, usually subject
to payment of an entrance fee.

Area with display of posters.

Official summary of meeting events.

Exhibition of products or services in a
specific area of activity held with the
objective of promoting business.

individual room within an exhibition venue.

Venue at which exhibitions are held.



ekPeoLokO VALKO

Material exhibited by the various exhibitors;
such material is usually insured or has its
value stated in writing for insurance

purposes.
ekOETNG
Company or individual participating in the
exhibition with a stand or booth.
EKKPEUNG AOYAPLAOTUOG
Outstanding invoice not yet paid.
EKULOOWTNG

Person or organization which offers a lease.

EKTIALSEVTIKY ETIIOKEYT)

Educational visit to a workplace or
manufacturing plant of interest to meeting
participants.

EKTIALSEVTIKO TIPOY P

The educational aspects of an event.

EKTIALSEVTIKOG; TALS Ay WYIKOG;

HOPPWTLKOS Meetings comprised of people employed or

working within the education industry.

EKTIPOOWTIOG

Person who speaks on behalf of a group.

EKTAKTEG SATIAVEG; eMITIPOCOETES

damave .
THAVES Expenses other than room and tax, billed to a

guest’s account.



EKTAKTT 6UVOS0G

EKTEAEOTIKI| ETILTPOT)

EKTEAEOTIKOG YPAUUATENS

EKTEAWVIOTNG

EKTIUMON

EKTUTIWOMN PE VTIOOTNPLEN HECW
VTIOAOYLOTY

eAa@pV YEL LA Kol avaUKTIKE;
OAVTOULTGS Kal avaJUKTIKA

Special session for activities, needs, or
situations that are different from those
normally and originally prepared for.

Group of people who carry out the strategies
and policies to be implemented

Person appointed to handle organizational
functions and who is given certain
administrative authority and responsibilities.

Person or company which provides customs
clearing services to shippers of goods to and
from another country.

Preliminary calculation of the cost of work to
be undertaken.

Production of high-quality documents
including text, graphics and pictures using
computer equipment. This may be
accomplished through the use of application
software on general-purpose systems or by
means of a dedicated system. In an office
environment, the process is termed desktop
publishing.

Food or beverages, whether or not for sale,
for informal consumption.



EAAYLOTOG XPOVOG YLO TNV
QVTATIOKPLOT

EAEYKTIKT] ETITPOTIN

EAeyxog Samavwv

eAeVBepn epyaocia

eUTopIKN €kBeom; ekBeclako
oaAovL

eUTIOPIKN NuéEpa (Muépa €kBeong
APLEPWIEVT] OTOUG EUTIOPLKOVG 1
ETMAYYEAUATIKOVG ETOKETITEG)

EUTIOPLKOG ETOKETTNG;
ETMAYYEAUATIKOG ETOKETITIG

EUTTOPLO

Prescribed minimum time to leave one flight
and board another. Set by airlines to allow
time to transfer baggage.

A committee of inspection, control.

Process of maintaining levels of expenditure
within the budget.

Written transcript given as a result of
acceptance of the submitted abstract on a
subject chosen by the author.

Exhibition of products and services that is
not open to the general public.

Day of an exhibition restricted to attendance
by professional or trade visitors.

Visitor to an exhibition representing a
specific trade or profession.

Relating to groups whose members work in
common fields.



EVAPKTNPLA TIPOGP WV 0T); AGY0G
KAAwooplopaTog

gvapKTipla cuvedpiaon;
EVAPKTNPLA 6VUVOS0G

EVOEIKTIKN AvxVia;
TPOELSOTIOTIKO PG

EVOEXOUEVO — TIPOYPAUUATIOUOG

Yl éva AmpOOTITO YEYOVOS

Ev8oouvevvonon

EVEPYT YAWOOoQ

Evnuepwoelg

Formal speech given at the commencement
of a meeting to welcome participants; usually
given by an eminent person.

Meeting(s) of a predetermined duration
which begin an event and in which the
principal items on the agenda are usually
introduced.

Small red light on the camera indicating
when the camera is on.

planning for an uncertain event

A device commonly used for closed
communication

The language being used by the speaker.

A news feed is literally a feed full of news. On
Facebook, the News Feed is the homepage of
users’ accounts where they can see all the
latest updates from their friends. The news
feed on Twitter is called Timeline (not to get
confused with Facebook’s new look, also
called Timeline).



EVILEPWTLKN OLVESPLAOT)

EVNILEPWTIKN oLVESPLAOT

EVNLEPWTLKN ovvedplaom;
EvnuepwTtikr cvvodog

EVNUEPWTIKO SeATIO

evioyvomn @wvng

EVIOXVTNG

EVOLKIOOT VUTOKLVI)TOV

EVOUPUATO cVOTNUA Slepunveiag

Meeting of a group of people with a
particular knowledge or responsibility on an
area of activity to advise them of the details
of their involvement.

A session at which precise instructions are
given and participants informed thoroughly
(cf briefing).

An intensive session specially instituted for
the application of such modifications and
additions as are necessary to keep a
particular subject up-to-date.

Update information sheet, generally used for
promotional purposes.

Technique whereby, with the help of a
microphone and an amplifier, the volume of
the human voice is amplified.

Device enabling sound to be intensified.

Facility to hire a car.

System for the transmission of interpreting
by cable or wire.



EVOWUATWUEYT)
ovvedplaon (LEPOG peEyaAVTEPNG
ouvvedplaong 1 cuvdlackemng)

EVOWUATWUEVO
oepwvaplo (UEPog peyaAvTepng
ouvedpiaong 1 ouvdlaokemg)

EVOWUATWUEVO CUUTIOGLO0 (LEPOG
ueyaAvtepng ouvedpiaong i
ouvvdlaokemng)

EVTOAT] TIAN PWUTG

€vTuTio €kBeomg

EVTUTIO KWV OEWV

EVTUTIO KPATNOTG XWPOU

€vTuTio Acttoupylag; EvruTo
epyaciog

A meeting which forms part of a larger event
(cf meeting).

A seminar which forms part of a larger event
(cf seminar).

A symposium which forms part of a larger
event (cf symposium).

Written authorization for payment to be
made from a bank account.

Pamphlet containing information for
potential exhibitors and other interested
parties on the conditions, technical points,
cost of exhibition space and floor plan of the
exhibition.

Form on which all charge transactions
incurred by a registered guest are recorded.

Form for official request to utilize a
particular space.

A collection of all details relative to a
meeting’s needs. This will include sleeping
room information, billing arrangements and



EVTUTIO TTAPAYYEALWV TIAPOY WV

eCAEPLONOG

€€080¢ KIv8UVov; £€0606
TIUPKAYLAG

€COTIALOUOG TIEPLTITEPOV

€€0VOL0S0TNUEV VTIOY PP

€€0VO1080TNON TIANPWUNG;
Evtadpa TANPWUNS

EMAYYEAUQ, LOLOTN T

EMAYYEALATIOG OPYOAVWTNIG
ovvedpiwvDMC, PCO

meeting requirements including food,
beverage and audio-visual.

Preprinted document on which facilities can
be ordered.

Process of supplying or removing air by
natural or mechanical means to or from any
space.

Door, clear of obstructions, designed for
egress in the event of fire or panic.

[tems which can be supplied on hire to
stands, e.g. lighting, shelves, carpet, etc.

Signature of person(s) with authority to sign
cheques and contracts on behalf of the
organization.

Signed authority to proceed with the
payment of an invoice or refund.

Function or job description within an
organization.

Company or individual professionally
engaged in organizing meetings.



EMEEEPY AT TG KELUEVOL

eMPBapuvon Aoyaplacov ylx
TOTO 1) KPAGo( IOV PEPVEL O
TEAATNG

emBefatwpévn kpatnon

emBepaiwon eyypagng

emBefaiwon mapayyeAiog

emBePaiwon; emPBeBaiwon
KPATNOoNG

ETILY PPN TIEPLTITEPOV

Computer-based system for writing, editing
and formatting letters, reports and books.

The charge placed on wine, beer and liquor
brought into a facility but purchased
elsewhere. The charge sometimes includes
glassware, ice and mixers.

Reservations confirmed in writing.

Official acknowledgement of receipt of
registration and fees.

Written authority for a supplier to proceed
or for an exhibitor: acceptance of order.

Oral or written agreement by a facility to
accept a request for accommodation; to be
binding the agreement must state the intent
of the parties, the particular date, the rate,
type of accommodations, and the number to
be accommodated; oral agreement may
require guest credit card number.

Board giving exhibitor’s name in an
exhibition or indicating the purposes of
service desks in a conference reception area.



emidel€n nodag

ETSLLOKOTILO

ETKOLVWVOUVTA SWUATLA

EMAOYY

emiroyn (&)

empeAnTeio/Sayxeiplon

ETHOPPWTIKO TIPOYPOLLULA VLA
TITUXLAKOVG TIAVETILO TN LoV

Choreographed display of garments by
models.

Equipment which projects an image onto a
screen by passing light through a
transparency.

Two or more rooms with private connecting
doors permitting access between them.

The act of choosing; the power or
opportunity of choosing; alternative.

1. Space which is reserved but not yet
contracted for. The right of refusal to confirm
a tentative space reservation if there is
demand from another group. Same as:
Tentative Hold.

the art of moving people and/or resources
from one place to another

A complete and methodical treatment of the
specialist areas to be updated for post-
graduate students. The duration of such a
course varies and a certificate of
participation is usually awarded upon
completion.



EMTAEOV SLAVUKTEPEVOELG

emionun amodeldn

emionun yYAwooo

emionun delwon

emionun evévpaoia

emionuo Seimvo (YkaAa)

emionuo Seimvo; deimvo
ouvedpiov

emionpo Seimvo; kaBLotod Selmvo
e EMIONUOVG TIPOCKEKA LEVOUG
KO OLALEG

All extra nights spent by the participant
other than overnight meeting stays.

Official acknowledgement of money
received.

Language officially to be used for a meeting,
e.g. for the publication of proceedings.

Reception for conference participants hosted
by local or governmental authorities or other
officials.

Formal dress requiring white tie and tails for
men and formal evening dress for women.

Outstanding social event of the conference,
usually in the evening with entertainment or
speeches during or after a formal meal.
Usually formal dress requested.

Evening meal forming part of the official
programme.

Normally a formally seated dinner in the
evening with sometimes speeches given in
the presence of or by a VIP (Very Important
Person).



EMiONUOL AVTITIPOGWTIOL

Appointed personnel with specific tasks.

ETOMOG AEPOUETAPOPENS

Officially designated airline that handles
meeting transportation at preferential
prices.

emionuog emayyeApatiog
GUVESpEwV; TAPES TaKETO 1. Certified Meeting Professional: accredited
oLVEsplo designation offered by the US Convention
Liaison Council. This designation certifies
competency in 2areas of meeting
management through application and
examination. 2. Complete Meeting Package:
an all-inclusive plan offered by conference
centers: includes lodging, all meals and

support services

ETILOKETITNG

Person attending an exhibition to view the
exhibits.

emiokeym

Organized outing to a local place of interest.

emiokem o€ EPYOOTAGLO/ XWPO
EVELAPEPOVTOG TWV

Tour to a manufacturing plant of interest to

OUUUETEYOVTWV .
HHETEX the meeting.

emlokeyn ota aglobata

Outing to landmarks. Note that a "city tour"
will necessarily be confined to a given city,
whereas a "sightseeing tour” may range
more widely.



emiokePm ywpwv

EMOTNUOVIKN YPAUHUATELX

ETILOTNUOVIKN ETLTPOTN

ETLOTNLOVIKT] CUVAVTN O

ETIOTNUOVIKO TIPOYPALLILO

EMLOTNUOVIKO CLUVESPLO

emoTpo@n (Samavwyv)

Inspection to assess facilities or location.

Administrative staff appointed to process all
aspects of the scientific programme of a
meeting.

Group of people meeting specifically to
discuss, supervise and co-ordinate the
scientific content of the programme, and
who, where appropriate, would select papers
from submitted abstracts.

Informal meeting for the purpose of
discussion; usually of an academic or
research nature and aimed at ascertaining
areas of mutual interest through exchanges
of ideas. Frequency: as and when
appropriate, but with little regularity.

The content of the meeting described in
chronological order and generally including
the full list of speakers and the titles of their
papers.

Groups whose members are involved in
research or applied sciences and suppliers to
those groups.

Money repaid.



ETTLUN ETILTPOTIN

ETITLULOG YPAUUATENS

ETMITIHOG TTIPOESPOG

ETMITIHOG TTPOESPOG

EMITPATEL ETIIBELEN

EMTPATIE(LX TIAPOVGLAOT)

EMTPATECLO UKPOPWVO

ETILTPOTIN

Committee of individuals eminent in the
related field whose names are lent to an
event by way of endorsement.

Voluntary (unpaid) member of the
committee responsible for recording
decisions and keeping records of discussions.

Either a person chairing a meeting or
presiding over an organization on an unpaid
basis or one not performing such a function
but accorded the title as a mark of special
esteem.

Senior member of the committee of honour.

Portable display that can be set up on top of
a table.

Small exhibit on tables; often used in
combination with posters.

Microphone on a short stand placed on a
table for seated speakers.

A group of people appointed for a specific
purpose.



emtpom ad hoc; Eldixm
ETILTPOTIN

EMLTPOTIN EAEYYOV SLATIIOTEVOTG

ETLTPOT EAEYXOU EVTOATG;
ETILTPOTIN EAEYX OV
Slamiotevtnpinwyv

ETIYELPNLATIKO KEVTPO

ETMWVULO

EPOVOG

epyacio

Committee formed on a temporary basis to
discuss a specific item.

Committee who supervises all the matters
relevant to the official authorization to cover
an event.

Committee formed to verify that individuals
have the necessary qualifications to attend a
meeting or become a member of an
association.

Area in hotel or meeting venue offering
various office facilities.

Name by which all immediate family
members are known. Women usually (but
not always) adopt their husband’s family
name upon marriage.

Process of obtaining money and funds from
additional sources other than registration
fees.

Work performed on overtime.



EPYQACTNPLO

epyorafog ¢ €kbeomng

¢008a

€0080 / TPOG060G

eo0TIAl{W

EOWTEPLKO TIEPITITEPO

ETALPLKO TAEISL

Evpela 006vn

Working meeting aiming at finding a solution
and a result to some problems or questions
pending.

A supplier of exhibition services or goods (eg
stand fitting, electrics, furniture, floor
covering, labor, drayage signs, etc.).

Money received.

income

Process of adjusting a camera, telescope or
the like so as to ensure that the image it
provides is sharp.

Exhibition space with booths at back on each
side.

The market segment comprised of groups or
individuals that work for a given company
and are traveling for business reasons at the
company’s expenses.

Any screen with an aspect ratio greater than
4:3



g0POG LN

E@apuoymn kivntov TAe@wvou

NAEKTPLKT oVVEeo

NAEKTPOVIKA TTOGTEP

HAekTpovikég AVaKOLVWOELS

NAEKTPOVIKEG/SLASIKTUAKES
eKOO0ELG

NAEKTPOVIKT AN pWUN

NAEKTPOVIKOG (AEVKOG) TTivakag

the bit-rate of available or consumed
information capacity expressed typically in
metric multiples of bits per second.

A mobile application that can be donwloaded
and used directly from the users personal
mobile device or it can be a web-based
application that can be accessed via a
smartphone that is specifically formated for
smartphones

Temporary supply of electricity to a stand to
which electrical goods can be connected.

electronic poster

An electronic version of the traditional
boards, and is displayed on screens.

electonic publishing

Payment by means of electronic funds
transfer, e.g. using a credit card at a point-of-
sale terminal.

A system of controlling multimedia
presentations by displaying computer
generated images onto a white board. The



NAEKTPOVIKOG TIIVAKAG

nuepnowa dataén; Mpoypappa
ouvedpiov

Nuepida peAeTng

nuepounvia
ATOGUVAPUOAOYNONG

NUEPOUNVIA EYKATACTACTG

Nuepounvia cuvedpioong

nudatpoen

NUKUKALKY) Stdtadn

board copies all information written or taped
onto it, and saves, publishes or prints out the
notes.

System for sending handwriting, and hand-
drawn graphics, over a telephone line. The
sender may use either a light pen or a
digitizing tablet, and the appropriate image
will appear on a television monitor at the
remote location.

Subjects to be discussed at a meeting.

Day devoted to the study of a particular
subject or subjects.

Dates) set for dismantling.

Date(s) for installation/setting up of event.

The time of the year when the meeting takes
place.

Rate inclusive of breakfast and any other
meal, usually dinner, in addition to room.

Same as auditorium or theatre style except
chairs are in a semicircle.



NUKUKALKO TpaTEQL

nxodiaokeym

NXOUOVWTIKOG TOLX0G

Nx0g

Badapog eA€yxou xov

Baua

Beatpkn mapdotaon, ekbeon,
TPOWONTIKN 1] EKTASEVTIKY)
EVEPYELA OE TOUP

Bépatoroyia cuvedpiov

Two quarter-round tables joined to make a
half circle. Seating locations for honoured
guests and/or meeting presenters.

Conference bringing together three or more
people in two or more locations using voice-
only telecommunications. The term
teleconference is sometimes used as a
synonym for audioconference although it has
a wider meaning.

Barrier that prevents sound from carrying to
and from adjacent rooms. Usually a
permanent wall.

Audible effects.

Area from which technician operates sound
system in a room.

Organized performance for entertainment,
usually in the evening.

theatrical performance, or small exhibition,
or promotional activity on tour

The theme is arranged according to the main
field of specialised knowledge that is dealt



feTkd

LA TPLKN VT pPETia

WVOTLTOUTO

KaBaA€To

KabBapa KOO

KaBapa TETPAYWVIKA HETPA

kaBapilw; "@peokdpw"

KaBaPLONOG TTEPLTITEPWV

with during the sessions. The fundamental
theme is proposed by the organizer with
reference to the title of the meeting.

Exact image of copy as distinguished from
reverse image or negative.

First aid provision.

A professional organization/establishment
formed to promote education, literature, art,
or the like.

Three or four-legged stand with a rack used
to hold a blackboard, corkboard, magnetic
board, sign, chart, etc.

Actual cost of a travel programme excluding
mark-ups or commissions.

Actual amount of salable space available for
or used by exhibit booths/stands.

ArSr#fi( L)

Cleaning services to individual stand areas.



KaOMUEPLVO EVUEPWTLKO SeATiO;
TUEPT|OL0 EVNUEPWTIKO SEATIO

kabopa Opavio

KAUTAvia SNHocLotnTag;
SLLENULOTIKN KAUTIAVIX

KAUTIOPE

Kautiva Slepunvéwv

Kaumives Meta@paotwy

KOVAAL

KQVOVLIKT] TLUN

Kavoviopol dtamioctevong

Daily information sheet for participants
during event.

Chair with an attached writing surface.

Media campaign, normally consisting of a
series of publicity and advertising activities,
aimed at ensuring optimal attendance by
focussing attention on an event.

entertainment provided at which guests are
at a table;

Soundproof cabin in which the interpreter
works.

interpretation booths/cabin for the
interpreters for multi-language events

A special line reserved to a specific usage
(language, speech on walkie talkies, etc).

Facility’s standard, pre-established guest
room rates.

Established principle or mode of action to be
followed in order to obtain the accreditation.



KAVW KpATNon

To make a reservation.

KapPEKAQ

Armless chair.

KAPOTOAKLX

means of transport

KapouléA Sta@avelwv; KukAikn

O Sapaveioy Circular holder used for projecting 35mm

slides.

KapTa Slamioctevong

Identifying tag used for official authorization.

KAPTA L0080V €kOETN

Identification card to enable exhibitors to
gain access to an exhibition.

KapTa B€ong

Card, placed on the table, inscribed with the
name of the person designated to sit at that
place.

KAPTA TTPOCKANONG

Invitation to potential guests, visitors,
participants to attend an event.

KAPTA CLVESPOL

Admission card confirming a booking and
registration.



KAPTA CLVESPOU; KAPTU ELGOSOV

KAPTEG AlTNONG TAPOXNS
TIANPOPOPLWV (OYETIKA LE
ek0£Teq)

Kaoéta

KOAGETOPWVO

KATaypat VALKov/ e€oTALonoV

KATAKOPLEN SLATAn TpATECLWOV
LE KOUPEKAEG EKATEPWOEV

KATaAoyog Stevbivoewv

KATAAOYOG SwHATIWV

Admission card confirming a booking and
registration to a meeting.

Cards collected from attendees, requesting
information about exhibitors.

Plastic box containing a video- or sound
recording tape.

Machine designed only for playback of
recorded magnetic tapes.

Total amount of furniture and equipment
available for show.

Variant of schoolroom setup in which tables
are perpendicular to the head table, and
chairs are placed on both sides of the tables.

Contains the names and addresses of the
persons to whom publicity material or other
information is to be sent.

Roster of individuals requiring guest room
accommodations including type of
accommodation and arrival and departure
dates.



KATAA0YoG ékBeong; 061yog
€kBeong

KaTavoun xpovou olAiag

KATAVOUT XWPOV; KATAVOUN

TEPLTITEP WV

KATAOKEVAOTIG TIEPLTITEPWV

KATAOKEVAOTIG TIEPLTITEP WV

KAataotaon e608wv kal 68wV

Kataomua epapuoywv

katatain Eevodoxeiwv

Complete alphabetical list of exhibitors, their
products and, often, their headquarters and
sales points; usually incorporates a floor
plan and advertising.

Time given to a particular speaker to make
his presentation.

Process of assigning space to exhibiting
companies.

Contractor or agent responsible for
providing an exhibition shell scheme.

Company which fabricates displays.

Accurate account of the financial position at
any given date showing all credits annnd
debits within heads of income and
expenditure.

A service for iPhone and iPad users which
allows them to browse and download mobile
applications as well as music or video files

The classification of a hotel in terms of its
amenities, facilities, level of service and cost.



Katoym

KOUPETEPL

KElPEVO oA iag

KEVTPLKI] KOVOOAX

KEVTPLKN OpALK

KEVTPLKN Ttapovciaom

KEVTPLKO Eevodoxelo

KEVTPLKO TPATIECL TPATIECL
ETILONUWV/OUIANTWV

Qualifications and terms may vary by
country.

Scale plan of the floor area of an exhibition.

restaurant at which customers fetch the food
and drink

Prepared version of a speech.

The desk from which the technicians operate
microphones and audio visual equipment.

Fundamental or leading speech made usually
at the beginning of a meeting.

Top level presentation.

Where several hotels are used for one event,
the hotel where the main administrative and
hospitality functions are located.

Seating location for honoured guests and/or
meeting presenters.



kevTplkog PCO - EmayyeApatiog
Opyavw g Zuvedplov pe
HaKpoxpovia cuufaocn

KEVTPO UNVUUATWY Kal
aAAnAoypa@iog

KepKiSa, oelpda Bong

KEQAAQLX — TUNUATA

Ke@oAaio ypauua

KV TPA TWV CUUUETEXOVTWV

KLVOUEVOL UTIOTLTAOL

KAELOTO KUKAWW Yot BapnKooug

KAEL0TO KUKAWUX

PCO that is contracted to move with the
meeting for whom they are engaged

A place where mail and messages are
received, kept or transmitted.

level of seating, eg in a cinema or theatre

divisions of a book or a membership
association

Type larger than that used in body of page.

The ultimate reason impelling a person to
turn up for the meeting called together by
the organizer.

Text moving horizontally across the bottom
of a video screen.

Closed electric circuit within a building or
auditorium which relays sound to a hearing
aid.

Closed electric circuit.



KALLATIOUOG aéPOG

KAWVIKT); EPYAOTIPLO TIPAKTLKNG

eEAOKNONG

Kowwvikd Siktua

KOLVWVIKEG CUVESPLACELG

Kowwvikr Siktowon

KOKTAMA KaOAwoopiopatog

KOKTMA pe yevua

KoKTainA; Se€lwon

System that controls the temperature and
humidity of the air in a room.

Workshop-type educational experience
where students learn by doing.

refers to the use of web-based and mobile
technologies to turn communication into an
interactive dialogue

Gatherings for social purposes.

The use of a dedicated website to
communicate informally with other
members of the site, by posting messages,
photographs, etc

Drink served as an introductory gesture of
welcome.

Stand-up social function with beverage and
sufficient food to replace a main meal.

Stand-up social function with drinks and
snacks.



KOpSOVIX YLt KOVKAPSES
OLVESPWV

Kopu 1), 6VVOS0G KOPUPNG

KOO T VA TETPAYWVIKO UETPO

KOOTT evolkiaong

KOGTOAOYNON

KOOTOG EYYPAPNG; KOOTOG
OUHHETOXNG

KoufEp

KOUATOUPX — TIOALTIONOG

ribbon or string around the neck holding a
badge or identification

top of, or an international meeting of senior
representatives, normally associated at
governmental level

Basic charge for a square metre of exhibition
space.

Total cost of hiring an exhibition space,
whether or not it includes ancillary services
(security, connection to water, electricity

supply, etc.).

Process of obtaining the true price of an item
of expenditure.

Amount payable for attendance at a meeting;
may vary according to level of participation,
type of membership, or date registration is
submitted.

Actual number of meals served at a food
function.

the development of individual national
heritage eg music, science, art etc



KOUTIOVL; ELOLTTPLO

Kpatnomn dwuatiov

Kpatnon 0écewv Bedtpou

KPATnomn TeAevTaiag oTiyuns

KpePRATL peyaiov peyéboug

KpLTpLa

KPUQPEG XPEWOELG

KUBEPVNTIKEG GUVSLAOKEPELS

KLBepVNTiKN ocuvdlaokeym

A negotiable ticket or voucher; a pass or
ticket.

Booking of a particular type of room for
specific dates.

Reservation of seats at a theatre.

Guest requesting accommodation or service
without a prior notice.

Large bed usually measuring 22x 33cm (60 x
68 inches).

a principal or standard by which something
is judged

Unbudgeted expense.

Groups whose constituencies are made up of
civil servants, elected officials and service
providers to Government entities.

Technical or political meetings between
governments with the aim of discussing
national or international topics.



KUPLOG OUIANTNAG

AQUTITIIPES OTIOT

AloTta eKOETWV; KATAAOYOG

ekPetwv

AloTa TTPOEYYEYPAUUEVWV

AlOTA CUUPETEXOVTWV

Alota oLVESP WV

AOYLOTIKOG EAEYXOG

Adyog; [Ipoowvnon

AOYOTUTIO

Speaker who sets forth the theme of the
meeting.

Adjustable lamps with direct or high
intensity light.

List of exhibiting firms, usually with
locations.

(Computer-generated) list of names pre-
registered with a group.

List of delegates and accompanying persons
registered to attend an event.

List of delegates registered to attend an
event.

An examination, by qualified persons, of
accounts of a business.

Usually formal discourse delivered before an
audience.

Symbol identifying an organization or event.



Avyvia BoAtaikoV ToEov

HoyvnToQwvo

[l(XYVT]T(’)(p(J.)VO (XV(XT[O(pO(YO.)Yﬁ ¢ -
EYYpaens

HOECTPOG — ETIKEPAANG
opxmMotpasg

HalIkr) GUAAOYN AN POPOPLWY,
L8V KATE pé€ow SLaSIKTOTL

UOKETO

HOVIPEDTO

Hapkaplopa Samédou

High-intensity light source for large screens
or long projection distances.

Magnetic recording/reproduction apparatus
in which the recording medium takes the
form of a magnetic tape.

Machine which can be used both for
recording tapes and for playing back
prerecorded tapes.

director of an orchestra

process of obtaining needed services, ideas,
or content by soliciting contributions from a
large group of people, especially an online
community, rather than from employees or
suppliers.

Preliminary mock-up for a publication, made
up in correct size and number of pages,
showing the position of the various text
elements and illustrations.

list of people, registrations, or items

Method of marking booth/stand space.



uovpoTtivakag; Mivakag

we ™ xopnyla

1e TNV VOO TNPLEN

UEYAPWVIKO cVOTHUA

UEYLOTN LKAOVOTNTA SameESoL o€
B&pog

uébodog extimwong offset

uebodog Yibuplotms Siepunveiog
(o Stepunveag kaBetal cLVNOWG
SITA0t 6TOV CUUUETEXWV)

UEAAOVTIKEG KPATIOELG

Hard smooth dark surface used for drawing
or writing in chalk.

Supported by... (either financially or
otherwise).

Phrase used to indicate endorsement of an
event by an eminent individual or body.

Audio and/or visual system used for the
purpose of broadcasting or visualizing
speech, music or other sounds or images to a
large audience.

Maximum amount of weight per unit of area
which a floor can support.

Printing process.

The process of interpreting on a
simultaneous basis in a low voice to the
participants, usually seated next to the
interpreter.

Booking for events taking place at a future
time.



UELOVWUEVN,
aUTOEEAPTOVEVT) /U TOVOUN
Spaon

UEVOU KaBOopPLoUEVNG TLUNG

Méoa KolwVIKNG SIKTUWONG

ueocalovtag / pecoAapntnig

UEOT|UEPLAVO YEV U

uecoAGfBnon

UETOKIVN O™ o€ BEON AVWOTEPNS
Katnyopiag xwpig emBapuvon

peTaovvedpLakn ekSNAwon;
ekdNAwon petd v Anén Tov
ouvedplov

a function or activity that is not supported by
any other function or activity

Full-course meal menu at a fixed price.

Social media is media designed to be
disseminated through social interaction,
created using highly accessible and scalable
publishing techniques.

someone acting between parties

Midday meal; sometimes with speeches or
presentations during meetings of
professional associations.

a form of reconciliation between disagreeing
parties

Airlines moves passenger into higher priced
seating at no extra charge.

Any event which is arranged for the period
immediately following the conference
proper.



UETATPETOUEVT) TAATPOPUA
(avaAoya pe tov ekBeclako
XWpo)

HETATPEYIHOT T

UETAPOPA

UETAPOPA EUTTOPEVUATWV

UETA@OPQ o€ GAAO Eevodoyeio
A0y vIEPKAALYM G

UETAPOPLKA HETT

UETG@paoT LeE TNV Borbela
VTIOAOYLOTY

UETAQPUOTNG GLVESPIWV

Platform dimensions of width, length and
height vary by facility used to create a stage.

A currency is usually described as
convertible if the holder can exchange it
freely for another currency.

Process of moving people or equipment from
one point to another.

Transfer of exhibits from point of arrival to
exhibit site. May also include storage.

Guest holding confirmed sleeping room
reservation sent to another facility because
of overbooking.

Means of transport, i.e. buses, coaches, cars,
etc.

Translation technique that uses the
computer as a tool for the solution of
problems.

Person who translates meeting documents
into other languages.



UETAQPAOTIKY UTPECia

UETOYOL, EVOLA@PEPOUEVA LEPT

uetp

UM CUVAPLOAOYNUEVO TIEPITITEPO

uUNXAavnua TpoBoAng amo
VTIOAOYLOTY); TIPOBOAENS
TOAVUECWV

unxavnua mpofBoAng Sta@avelwy

uNxavnua mpoBoAng Sta@avelwy
LLE KUKALKT B1K)

unxavnua mtpofoAng elkdévwv
Blvteo

In the sense of a service provided, as distinct
from an administrative unit, the translation
of written material from one language to
another.

those persons or organisations who have an
interest in a given project or investment

Floor manager or head waiter at a restaurant
or catered function.

Unassembled exhibit material requiring on-
site assembly.

A devise that projects from portable
computer or desktop PC onto a screen.

Apparatus used for projecting photographic
slides onto a screen.

Slide projector fed from a circular drum and
consequently not requiring constant manual
replacement of slides. Often remote-
controlled.

Equipment used to project a video image on
a large screen.



UMY AV Ua TTPOBOATG TALVIWV

unxavnua mtpofoAng; TpotlEKTop

UKPOOKOTILKO UKPOQWVO

UKPOP®WVO

Mixpo@wvo

UKPOP®WVO avaA0Yiov

UKPOQ®WVO KOVTIVIG OALQG;
UKPOP®WVO YLA OULAL KOVTA OTO
oTopX

WKPOP®VO AXLUOV; LKPOPWVO
TETOV

HUKPOQ®WVO LAKPLVIG OULALAG;
HUKPOQ®WVO Yla OHALA aTtd
UEYAAN amdoTao

Equipment for projecting cine film.

Optical instrument for projecting an image
onto a screen.

Small microphone.

Instrument which converts sound into
electrical signals.

A microphone that is held by the individual -
can be wireless or wired

Microphone attached to a lectern.

Microphone designed particularly for use
close to the mouth of the speaker.

Portable microphone that hooks around the
neck.

Microphone designed for use at a substantial
distance from the mouth of the person
speaking.



UKPOQ®WVO [LE ATTOPPOPN O
NXWV Ao o Katevbuvon

UKPOQ®WVO [LE ATTOPPOPN O
NXWV AT OAEG TIG KATEVOVVOELG

UKPOQWVO e Baon

UKPOQWVO |LE TIPOEKTAOT)

UKPOQ®WVO UKPTG EPPAielaG

UIKPOPWVO TIETOV

Mixpo@wvo TETOV

WIKTO Bapog

niobwomn mMANpws §oTALGHEVOL
TLEPLTTITEPOV

Microphone which picks up sound primarily
from the direction in which it is pointed.

Microphone that picks up sound from all
directions.

Microphone fixed on a support-stand.

Microphone mounted on an extension. Often
used in Q&A sessions.

Unidirectional type of microphone that
accepts only narrow-angle sound.

Microphone designed for positioning on the
clothing of the user.

A wireless microphone attached to either the
tie or jacket

The full weight of a shipment, including
goods and packaging.

Complete booth package offered to
exhibitors on a rental basis.



wodwtnpLlo

WoBwWTNG

uovipa kabiopoata; poviun

Siatadn kablopdTwy

UOVLUN EVTOAN

UOVLUN ETILTPOTIN

UOVIHO cVOTNUA; LOVIIOG
€COTIALOUOG

uovipol ekBectakol xwpot

uoévitop

Contract stating terms and conditions for
rental of exhibition venue or for individual
stand/booth within a venue.

One to whom a lease is granted; holder of a
lease.

Permanent, non movable seats in a meeting
room or amphitheatre.

Appointment on a permanent basis within a
group, organization or body.

Committee of a permanent nature, defined
by organizational by-laws, which meets for a
specific purpose.

Fixed equipment.

Show rooms, (marts - US), and similar space
for product displays leased on a long-term
basis.

Television set with direct audio and video
input used for checking on the operation of a
transmitter.



LOVOKALVO SWUATLO

uovtep

Mopla Zuvexl{opevng
Exmaidsvong

Mov apéoel

LOVOOUAG, SLAPNULOTIKY apdxvn

umap el TANPWUN

umap pe Swpedv ToTA

Room containing one bed for one person.

Electronic device that modulates and
demodulates signals transmitted over data
communications facilities. Most commonly
seen as an interface between computers and
telephone networks.

Requirements of many professional groups
by which members must certify participation
in formal educational programmes designed
to maintain their level of ability beyond their
original certification date.

A “Like” is an action that can be made by a
Facebook user. Instead of writing a comment
for a message or a status update, a Facebook
user can click the "Like" button as a quick
way to show approval and share the
message.

turn over and over on itself into a cylindrical
shape, eg banner

Private room bar setup where guests pay for
drinks individually.

Private room bar setup where drinks are
paid for by a sponsor or are included in the
fee paid.



UTTOVQE

UTIPOCTIVO TIEPITITEPO; TIEPITITEPO
TPWTNG OELPAG

VEQ EYYpAPT]

vekpt {wvn

VUXTEPLVO WPAPLO

Eevayog

08N YIES YL TTAPOVCLACTES
TOOTEP,/ AVAKOLVWOEWYV

08NYIlEG OTOVG OANTES

o0dnyleg 6TOVG CUVTAKTES
EPYACLWOV

Assortment of foods, offered on a table, self-
served.

Stand at the head of a row.

Registration received at the meeting and
generally incurring payment of a penalty fee.

Area where sound is muffled or absent.

Evening on which the exhibition will remain
open later than usual.

Person accompanying a tour and giving
detailed knowledge of places of interest.

Guidelines for those presenting a poster.

Guidelines for those presenting an oral
presentation.

Instructions regarding the required format
to be used for the version of the paper to be
published.



o8nyleg cuupETOXMG

08NY66 TG EKSNAWONG;
XAPAKTNPLOTIKA TNG EKSNAWOTG

rn

0006vn "mepAE

066vn 3D

0066vn HD

006vn LCD

Document or letter sent to all registered
delegates confirming that they are fully
registered for the event giving details of
where and when they register their
attendance, confirmation of residential
accommodation, bookings for special events,
etc.

Compilation by organizations of all function
sheets, resumes, scripts, instructions, room
set-up diagrams, directory of key personnel,
forms, and other material relating to the
event.

Surface onto which images are projected by a
film or slide projector.

Type of screen surface used for front
projection.

[s a type of video projector for displaying
video, images or computer data on a screen
or other flat surface with 3 dimentional
picture.

[s a type of flat panel display with a high
definition picture

[s a type of flat panel display



066vn Plasma

000vn amekovnong

066vn aeng

OLKOYEVELAKN TIUN

OLKOVOULKEG Sladikaoieg

OLKOVOLKY) £ékBeoM

OLKOVOLLKT] ETILTPOT)

OLKOVOULKOG EAEYKTNG

Type of display screen

Physical computer device usually based on a
cathode-ray tube or liquid crystal display on
which information is displayed.

A screen that can be controlled by the touch
of the screen.

A discount price offered by hotels and
resorts to second and successive members of
families who travel together.

Outline of accounting and banking systems.

Document incorporating the statement of
income and expenditure and the budget at a
given date.

Group of people who meet with
responsibility for budgeting, cashflow,
accounting and controlling finance and
whose chairman is generally the treasurer of
the event.

Person or auditing body authorized to
examine statements of account for accuracy.



oAopéAELa

oAopEAEL

opada

opada Stepumvéwv

OUAS U EUTIELPOYVWUOVWV

OUAS U EUTIELPOYVWUOVWV

opada epyaciog

Session in which all the members of the
meeting participate or have the right and,
sometimes, the duty to participate, with no
other sessions taking place at the same time.

Assembly composed of all the members; fully
constituted; fully attended.

A number of persons associated in some
joint action; a definite number of persons
working together.

A group of people responsible for
interpreting simultaneously, usually utilising
equipment.

Group of specialists in a particular field.

A group of expert advisors assembled
especially to answer questions of immediate
or current interest.

Group with a specific task at which the
participants discuss a particular subject,
analysing it from all possible angles. It is
usually intended to arrive at a common
position within the group for the proposal to
a higher body of a solution to that problem.
Also, group meeting to learn a particular
technique by means of the practical



Opada LEAETNG

opada okePmg

opada cu{TnoNng

opadIKN Kpatnon

OWANTNG

opAia ANéng

Ol TTPOCKEKAN LEVOU OAN T

application of the methods and techniques in
question.

Meeting of experts with the purpose of being
analysis alone.

A group of specialists organized by a
business enterprise, governmental body, etc.
and commissioned to undertake intensive
study and research into specified problems.

Group of participants debating separately
within some types of meeting. Similar to a
working group but with no expectation of
reports or papers.

Block reservation of rooms specifically for a
group.

Someone who delivers a speech or talks at a
meeting. The term "lecturer” is restricted to
academic contexts.

Speech given to close a meeting. This may
often include the result(s) of the meeting
(recommendations).

Speech submitted on a specific topic at the
request of a committee.



oA ia; aryopevon

ovoua

OVOUOOTIKTY) KAPTEAQ

Otepa

omioOx TTpofoAn

OTITIKOAKOVOTIKA HECH

OTITIKOAKOVOT LK(,)Q

OpYAVWUEVT EKEPOUT| O€ ELSLKN)
TLUY) TTAKETOV

A formal and dignified public discourse.

Name given to identify individual family
members.

A name card which identifies you.

Opera is an open-source web browser. While
not as popular as Firefox, Opera is used as
the default browser on some gaming systems
and mobile devices.

Image projected on the back surface of a
screen placed between the viewer and the
projecter.

Audio and visual support for meeting, us. ally
taking the form of film, slides, overhead
projection, flip charts and blackboards.

Using both sight and sound eg combining
radio and television techniques.

Travel programme with special fare and
specific requirements such as a minimum
number of persons traveling as a group
throughout the tour.



opyavwevo Tagidy; Tagidt -
TIKETO

opyavwon cuvedpiwv

0pPYaAVWTNG

0pYAVWTNG EUTOPLKNG EKOEON G

OPYAVWTIKN YPAUUXTELQ

OPYQVWTLIKN ETILTPOT)

0pYAVOTPLA XWPA

opBoywvia Stdtadn TpamefLwv

Tour sold at a price covering all costs
(transport, accommodation and related
services) for the full duration of the trip.

Association, corporate body, town or other
party that invites an event to take place
within or under its jurisdiction.

Company or individual who plans the
logistical arrangements in connection with
an exhibition.

Staff providing secretarial services in
connection with the organization of a
meeting or the like.

Group of people who decide or carry out the
strategies and policies established for the
organization of an event

Country that invites an event to take place
within or under its jurisdiction.

Tables set up in a square (or rectangle) with
chairs placed around perimeter. Centre
inside tables is hollow.



oploBétnomn ekbéT

a specified area in which an indvidual
company can exhibit

opoAoyla cuvedpiwv; oporoyia
0pYAvVWoNGg ouvedpiwv

TLAYKOG

Wooden or metal board fixed horizontally
either on legs or on a wall. Usually with
display material and possibility of making
purchases.

TIAYKOG L0 GUVESPLO

Membership or meeting participation
available to organizations or individuals
from all nations that meet worldwide. The
term most commonly applied to this
definition is International.

Tadn Tk YAwooa

Language into which interpretation is

provided.

TAAGTL
building in which royalty, or people of great
importance, live; or historic building open to
the public

TOAETA

Wooden platform used to carry goods.

TapafoAikr 006vn

Type of front projection screen surface
which is rigid and allows only narrow-angle
viewing.



TapayyeAla Tpoiovtwy M
UTINPEG LWV GTOV XWPO TNG
¢kBeong (emL TOTOV)

TapaKepPeEVa SwUATLA

[TapakoAoVON oM KOWVWVIKWV
UECWV

TapaAANAN aibovoa

TapAAANAN cuvedpiaon

TIAPACKN VL

TapaTNPNTNG

Tapepfaivwv

Exhibited goods and/or services ordered on-
site.

Rooms with common walls which do not
have connecting doors.

Social media monitoring is a process of
monitoring and responding to mentions
related to a business that occur in social
media.

splitting of a larger group into a number of
smaller ones

Session which has some correspondence,
similarity, or analogy of subject and aim and
is simultaneous with another session.

Area at sides or rear of stage not seen by the
audience.

Delegate to an assembly who observes and
reports but does not participate officially in
its activities.

Member of a meeting audience who
participates in discussion during a meeting
session.



TAPoVClacT TPOIOVTWY

Display of products.

TAPOVCLACTNG

Person explaining a given topic in an
informational session either verbally or in
visual form (e.g. poster).

TLAPOXT) VEPOL

Temporary supply of water to a stand.

TaPoy1 PEVUATOG

Mechanical electrical connector.

Tapoy” eLAAENG TTaLSLwV

Arrangements for care of children during a
short absence of the parents.

TAVPACPAAELX

This insurance usually covers loss or damage
attributable to fire, smoke, explosion, or
forces of nature. It can also cover water
damage.

Tavomn ocuvedpiaong

Definite break in meeting for a specific and
unprogrammed reason.

TECO Ypapupa

Small letter, as distinguished from a capital
letter.

TEAATNG TIOV ATOXWPEL YWP(G v

TANpwOEL Departing guest who fails to pay for

accommodation.



TepiAnym

Written summary of a speech or paper,
generally between 33and 500 words, often
submitted in advance in support of an
application to present an oral or poster
contribution.

TepiAnym

Written short version of speech or paper.

mepAnym ocvlnmoewv

Short report of discussions that have taken
place in the meeting hall.

TIEPLOPLOLOG XPOVOU OULALOG

Duration of the time accorded to speakers.

TepimTEPO

Usually a temporary construction with a
small internal space where products are
shown; specially built, assembled and
equipped for shows, exhibitions and fairs.

TEPITITEPO UE OKANPA TOLXWUATA

Stand constructed with plywood or similar
material as opposed to one formed by
drapery only.

TEPITTEPO HLag Xpriomg

Exhibit or display built for one use only.

TEPITTEPO O€ OEPAL

Stand within a row of similar stands, i. e.
with only the front opening onto an aisle and
with other stands on either side.



TEPITITEPO TPLWOV TIPOCGOYEWV

TepimTePO XWpIiG e€oMALOUO

TIEPLOTPEPOUEVT) TAATPOPUA

TIEPLPEPELAKO TIEPITITEPO

TLEPOVOPOPO OYMUA

THVAKOG (VOKOLVWOEWYV

THVOKOG 0VOKOLVWOEWYV
EKONAWOEWV

TIVOKOAG Yl TTOOTEP; TVAKAG Yl
QVOKOLVWOELG

VKOG Yl XP1)0T LopKASOpov

One of two or more exhibit spaces back to
back with an aisle on three sides.

Stand with no services or facilities, meaning
that these all have to be hired at an
additional cost.

Motorized rotating platform.

Exhibition space located on an outside edge
of exhibition area.

Vehicle with a power-operated pronged
platform for lifting and carrying loads.

Board displaying one or more notices or
warnings.

Board or video screen listing the days events.

Display area provided, particularly at
scientific meetings, for presentation of work
to participants.

Hard smooth white surface used for drawing
or writing in water-soluble felt pen.



VKOG UE APALPOVUEVES
oeAibeg xapTIov

VKOG UNVUUATWV

TILOTOTIOWN TIKO AOPAALONG

TioTwon

TIOTWTIKN EMIOTOAN

TAGvOo €kBeoNG; APXLTEKTOVIKN
katom ékBeong

TIAQVO TPATE(LWV

Large pad of paper placed on an easel and
used by a speaker for illustrative purposes.

Board on which messages are displayed.

Serve as evidence of the financial capability
of an indemnitor (supplier) who has
executed an agreement in favour of an
organization.

An item entered on creditor side of an
account (oppos. of "debit"). To add one sum
to another.

A document issued by a bank per
instructions from a buyer of goods,
authorizing the seller to draw a specified
sum of money under specified terms

Plan showing space to be occupied by the
exhibition: the areas intended for
stands/booths and those for passageways
and services.

Plan showing location of tables at a banquet
or dinner. Usually accompanied by an
alphabetical listing showing at which tables
individuals should be seated.



TAQTPOPUA EKPOPTWONG

TAeloym@ia

TANKTPO

TIANKTPOAOYLO

TIAT)PEG KE(EVO

TIAT)PT] TIPOKTIKG

TAPNG Satpoen

TANPWUT] EVOVTL AOYAPLAG IOV

TIANPWG EEOTTALOUEVO TIEPITITEPO

Area on premises where goods are received.

the greater number of

Button on a computer keyboard.

The set or row of keys in a keyed
machine/instrument.

The complete version of a text

Full and exact transcript in writing of all
speeches, debates and discussions.

Rate inclusive of breakfast, lunch and dinner,
in addition to room.

Money received on account for payment.

Stand equipped with all services and
facilities such as electrics, fascia, carpet,
lighting, etc.



TIOALTIKEG ETILOTPOPT|G TEAWV

TIOALTIOTIKEG SPACTNPLOTNTES

TOAAQTAN TTpoB0AY) o€
TOAAATIAEG 00OVEG

TOAVEBVIKO GLVESPLO

TIOAVKOVAALKO

TIOAVKOVOALKOG; KAVAAL

TOAATIAWV SLotVAWV

ToAvpéoa

TIOUTIOG

Policies which determine allowable reasons
and time lines under which fee for a meeting
or show will be refunded in whole or in part.

A service concerned with organizing
activities which are mainly related to the
artistic and intellectual side of civilization.

Projection of different images on different
screens at the same time.

International meeting with a minimum of
100 participants from at least four countries.

With two or more communication bands (e.g.
receiver).

With two or more communication bands
(receivers).

Use of two or more audiovisual media in one
presentation.

Apparatus for transmitting radio waves
through space.



TO0GOOGTO MANPOTNTAG
Eevodoyelov

Tootep; Aploa

TIPAKTIKA

TIPAKTIKN EMISELEN

TpaKTopeio TUTTOV

mpecfeia

TIPONLPETIKA OTOLYEL

mpofoAn Bivteo

In hotel industry, the percentage of total
number of available sleeping rooms actually
occupied.

Visual presentation of a paper often
displayed on a board and supported (for a
limited time) by an author in attendance to
discuss the work.

Formal written record of a meeting.

Special sitting for the demonstration of
particular practical methods.

Agency that collects and distributes
information to the news media.

national representation in another country

Additional services/tours, etc. which may be
booked or not according to preference.

Practice run held in advance of an event.

Projection of video productions whether by
monitors or on large screen.



[TpofoAr| o€ kTiplo

TpofoAn; Tpowbnom

TPOYpappa

TPOYPAUUA EPYAT LDV

TPOYPAUUA KOLVWVIKWV
EKONAWOEWV; KOLVWVIKEG
EKONAWOELS

TpOypappa cuvedpiov

TPOYPAUUA GUVOSWV TWV
TIPOOKEKAN LEVWV

Tpodlaypa@Es; eyxelpidio
TPOCPOPAS; altnom yla
TPOCPOPA

TPOEYYpaPn

A production method that projects an image
directly onto a building and can give the
illusion of bringing the building to life

Publicizing and supporting an event.

Schedule of events, giving details of times
and places.

Timetable of meeting content.

Programme of organized events, not directly
related to the subject of the meeting.

Printed timetable of events at a meeting,
including working sessions with locations
and the names of speakers, and social events.

Educational and/or social events planned for
spouses and guests of meeting participants.

Complete description of requirements.

Submitting an application/booking and/or
payment to attend a meeting made prior to
the opening day.



mpoedpeio

TPOedpog; TPoedpelwV

TPOedpog; TPoedpelwV

TPOEPALTIKY Stadpoun

T(POTYOUUEVT] CUUUETOXT) OE
OLVESPLI

TpoBEpuaveon; TpoeToLUAGio

mpoBeouio amoovvapLoAdynong

Body appointed by the Governing Board or
General Assembly to manage the affairs of a
society, association, etc., on a day-to-day
basis.

Person who presides over an organization or
meeting. Chairman can also be used to
describe the person presiding over a
committee or meeting session.

Person selected to preside over a session or
lead a committee.

Tour which can be purchased by individuals
at an additional cost.

The attendance of a participant to previous
meetings undertaken by the same
organization and by other organizations.

Activity to liven up the audience prior to
show time.

Day and hour ( deadline) by which stands
must be dismantled and exhibition area
empty.



mpoBeopia Stabeong Swpatiwy;
nuepounvia StaBeons Swpatiowv

mpoBeopiakn ocvuBaocn

TPOKATABOAT

TpoKATABOALKY) TTapayyeAia

TIPOKATAKTIKO TIPOYP LN

TIPOKATOKTIKO 0X£510

TIPOKATAPKTIKY AVAKO(VWOoT;
TPWTN AVAKOIVWON

Designated day when the facility will release
a block of rooms to the general public.

A financial instrument guaranteeing a
specific rate of exchange in a foreign
currency for a future transaction.

Partial payment to secure product or service

and/or services ordered up front.

Document sent out in advance of the meeting
containing details of the provisional
programme of the event, together with
information about registration and a
registration form. For a scientific meeting the
call for papers will often be sent out with this
document.

First version of a paper or document which
is subject to further amendment.

Initial notification of the event, generally
outlining the basic framework of a meeting; a
widely circulated document, sometimes
called a flyer.



TIPOOPLOUOG

TIPOTIAPACKEVAOTIKN
ouvedplaoT yla To GUVESPLO

TIPOTIAPACKEVAOTIKN
ouvvedpiaon;
TPOTIAPACKEVAGTIKY) 0VVOS0G

Tpocfaom 61o SladikTuo

TPOcOeTEG SwPeAV TTAPOXES

TPOcONKN

TpooOnkn; Brrpiva

A city, area or country which can be
marketed to groups or individuals as a place
to visit or hold a meeting.

Meeting of event organizers and hotel
personnel prior to arrival of guests, at which
time details of the programme are reviewed.

Meeting of a restricted group before the
official assembly in order to finalize
preparations.

A connection to Internet through a local
access provider. It can be an analogue, a
digital or an Ethernet network access.

Complimentary items in sleeping rooms such
as special toiletries, morning newspaper,
flowers, fruit, sweets or small gifts provided
for guests.

An additional clause in a contract stipulating
special requirements, coverage or
conditions.

Glass-enclosed case for articles on display.



TpocOia TpofoAn

TIPOOKEKATLEVOG OWAT TN G

TIPOCKNVLO

TPOCKANON

TPOOKANGT YLa VTTOB0AY)
EPYACLWOV; TIPOCKAN O YLA
VTIOB0AY] TTAPOVGLACEWY

TIPOCTIEKTOVG; SLULPNULOTIKO
EVTUTIO

TPOOCTATNG; TTATPWV

TPOCUVESPLAKT) EKSpOUN;
HETAOLVESPLAKT EKSpPOUT)

Projection of an image onto the front surface
of a light-reflecting screen from a projector
placed within or behind the audience.

Speaker, specifically requested to speak to
the audience on a given topic.

Area of a stage closest to the audience, as
opposed to upstage.

Courteous written request for attendance at
a function for which no charge is made.

Document containing detailed instructions
for submission of papers for assessment and
selection by the committee.

Single-sheet printed announcement or
advertisement.

Eminent person who, for endorsement
purposes, heads an event, an organization or
a list of supporters.

Organized outings taking place before (pre-)
or after (post-) the working conference for
both accompanying persons and delegates.



TPOOWTILKO £5APOVG

TPOCWPLVY] EYYPAPT

TIPOCWPLVT] EVOLKIAOT XWPOU

TpOTUO

mpotaon; "kivnon"

TPOTLEKTOPAG

[Ipotléktopag 3D

[Ipotléktopag HD

Company that provides transportation in a
locale, i.e.motorcoaches, rental cars,
railroads, etc.

Incomplete registration where the fees or
full payment have not been received.

Short-term rental space.

Plan put forward for consideration or
acceptance.

Formal proposal to be discussed and voted
on in a meeting.

projector to which a laptop is connected

[s a type of video projector for displaying
video, images or computer data on a screen
or other flat surface showing a 3 dimentional
picture

[s a type of video projector for displaying
video, images or computer data on a screen
or other flat surface with High definition
picture



[Ipotléktopag LCD

TIPOVUTIOAOYLOHOG

TIPOVTIOAOYLOUOG KATA (PACELS

TIPO@POPIKN AVAKOIVwo

TPOWPN APLEN

TPWLVO AyYALKO TUTIOU

TPpwTEG BonOeLeg

TPWTOKOAAO

[s a type of video projector for displaying
video, images or computer data on a screen
or other flat surface.

Estimated total income and expenditure
divided into subject categories and arranged
by principal heads of income and
expenditure.

Document showing estimated dates when
items of anticipated income and expenditure
fall due and what sums of money will be due
on those dates.

Contribution made verbally.

Guests arrival before confirmed reservation
date and/or time.

Breakfast usually consisting of juice, cereal,
eggs, bacon, toasts and preserves, and hot
beverages.

Emergency care or treatment given to an ill
or injured person before a doctor arrives.

Customs and procedures dealing with
formalities, precedence and etiquette.



TPWTOTUTIN YAWOOX

Initial language in which a document is
drafted or a speech delivered.

PASLOPWVIKO ULPOPWVO;
HIKPO@WVO yia TV pETasoon Microphone used for transmitting radio

onNUATWV
s waves.

pavtefov / cuvavtnon

meeting point

papLa
Thin wooden, or metal, boards fixed
horizontally on a wall for displaying objects
and sales materials.

pecEYPLOV

Area at which delegates, guests or visitors
are received on arriving at a venue.

peoePlovioT / ATopo €T TNG

vTtoS0X] : .
xns a front of house welcoming representative

pNTpa avwTépag Blag

Contract clause which limits liability should a
performance be prevented due to disruptive
circumstances beyond control. Usually
inclement weather does not apply.

pNTpa amaAAayng amnd evOvvNg

Clause in contract ensuring that a group or
company will not be responsible in the event
of a claim.

ploko / kivéuvog

hazard or exposure to potential danger



pvBuLlopevn Baon; pvbuLlopevo
OTHPLYHA

oBNGLHO TOV PWTIoUOV;

"YaunAwpa" @wTiopon

o€ AMloTa avapovig

o€ OAN TNV TOAN

OELPA TIPWTOKOAAOVL/

edpotumiag

oeAlbomoinon

oed@ o€pPLg

OEULVApPLO

Adjustable support for positioning
microphones or lighting fixtures.

Situation where room lights are turned off or
video screen becomes black.

Person attempting to travel on a flight
without a confirmed reservation.

throughout the city

A system which ranks dignitaries according
to international protocol for purposes of
seating, honours or ceremonies.

Definitive placement of text and illustrations
on the page in accordance with the
predetermined layout.

Waiter offers food platter to guests who help
themselves.

Meeting or series of meetings of specialists
who have different skills but have a specific
common interest and have come together for
training or learning purposes. The work
schedule of a seminar is aimed at enriching
the skills of the participants.



OEVAPLO

oepPiplopa mpv kabioovv ot

KaAeouévol

oepBiplopa oto TPATEQL

onuavon

onuaven

onuavon Stadpopwv

OMUELD AVaPOPAs — 0pLO

onueio cuvavtnong

oknvn); €€€6pa

Outline of an event or a speech highlighting
relevant items, sometimes showing different
types of outcome.

Placement of food on banquet tables prior to
seating of guests.

Each food item is served by waiter from
platter to individual.

All informational and directional signs
required for an event.

directional tool of indication providing
information as to where people should go

Signs, usually suspended, indicating aisle
numbers or letters.

point of reference demonstrating a particular
level

Meeting place in venue for individual
appointments of delegates.

A permanent or portable raised platform
used for seats of honor or speakers lecterns.



OKNVIKO

ouoxLwy; Bpaduvi evéupaoia;
emionuo évéuvpa

oovlta

oovita @uoeviag

OTIOVSUAWTA TUTIOTIOM UEVA
TOLYWUATA

otadlako "ofnoiuo”

OTEYT EL0OSOV — TIPOCWPLVN
KA TAOKELT] — TEVTA

OTEPEOPWVIKO CLOTNHA
oLVESPLATEWVY EAEYYAONEVO ATIO
UTIOAOYLOTN

background staging

Dinner jacket and formal evening dress; can
include national dress.

Combination of interconnecting rooms
generally containing a sitting room and
double/twin bedroom(s), as well as a
bathroom.

Room or suite of rooms used to entertain
guests.

Partition units (walls, doorframes, etc.) in
standard sizes, used for building stands in
the sizes desired in a given context.

Gradual changing of one picture or sound or
colour to another.

large temporary structure, eg tent, usually
whose walls are not solid but canvas

Sound balance control assisted by computer.



otnoLpo aibovoag

OTNOLO emionpov Selmvov o€
oxNUa KAaS1wv

0To Babog TG oKNVNG

otolBaloueva kabiopata

OTPOYYUAN Tpamela

OLYYPAPENS AVUKOIVWOTG

ouimon

Layout of tables, chairs, other furniture, and
equipment for functions.

small branch, generally used in congress
terms to depict a formal dinner table layout
whereby rows of tables are set at rightangles
to a long top table, each row representing a

sprig

Part of the stage farthest from the audience
or camera, as opposed to downstage

Chairs that nest on top of each other when in
storage.

Group of experts meeting on an equal basis
to review and discuss specialized,
professional matters, either in closed session
or, more frequently, before an audience and
with a public discussion with a view to
arousing awareness of the issues being
debated, or to prompting political,
institutional, social or other action.

One who presents a paper, either verbally or
in a visual form (e.g. poster).

Presentation given by two or more experts in
a certain field who must sustain their points
of view.



oV{NTNOT LLE CUVTOVLOTY;

ov{1)tnomn TAVEA ) ) )
gnmon Discussion with a moderator and two or

more participants on a certain subject.

ov{nnon o€ POPOVH

A discussion within a forum (cf forum).

TuAoykr Nonpoouvn

Collective intelligence is a shared or group
intelligence that emerges from the
collaboration and competition of many
individuals and appears in consensus
decision-making in social networks.

ovuBoiato; cvuBaon

Legal agreement between two or more
parties.

oLUBOAT; Epyacial CUUUETOXTG

Work submitted for inclusion as an oral or
poster presentation, often in response to a
call for papers; not an invited paper.

OUUBOVAEVTIKY] ETILTPOT)

Usually an honorary body which does not
meet frequently (if at all) and can be called
upon for advice as necessary.

ovpufovAio afloAdynong

QVOKOLVWOEWYV; ETILTPOT] : : :
’ poTm Committee which assesses submitted papers

ETAOYTG to decide which are suitable for presentation

AVOKOLVWOEWV/EPYACLOV . :
/epy and allocates them to appropriate sessions.



ovppovAog

oLvuBoVAOG

ovppovAog

oLUBOVAOG SLaxelpLON G TOTILKWV
EKONAWOEWV

ovppayla

OUUUETEXWV; CVVESPOG

ZUUUETOXIKO TIEPLEXOUEVO —
[Teplexouevo pe GUULETOXN
XPNOTWV

OUUHOPPWOTN / KAVOoVIoHOG /
odnyla

Person appointed to give specialist or expert
information on a particular event, or
generally.

Expert who provides advice and assistance
to a client on specific assignments. For very
large projects, a consulting firm may be
retained rather than an individual.

one who provides specialist advice

Destination Management Consultant.

joining in pursuit of common interest

Person taking part in the activities of a
meeting.

Stands for User Generated Content and
referes to a range of Media Content available
in a range of communication technologies;
mobile, web that enable the individual to
create the content

a ruling to which you should abide



OUUTIANPWUATIKTY cuvedplaon;
OUUTIANPWUATIKTY) 6UVOS0G

OULUTIOOLO

OLUTIPOESPOG; CUUTIPOESPELWV

OUVABEAPOL — GUVAYWVIOTES —
OLUUAONTES

Tuvdeopol

oVVSEGOG

oUVdeooG; Zvppayia

Session added on to the end of the day’s
programme, usually after dinner, to
accommodate extra papers or an extra
plenary lecture.

Meeting of a number of experts in a
particular field at which papers are
presented by specialists on particular
subjects and discussed with a view to making

One of two or more persons appointed as
chairman/president on an equal footing.

those persons of the same status as yourself

The LinkedIn equivalent of a Facebook
‘friend’ is a ‘connection.” Because LinkedIn is
a social networking site, the people you are
connecting with are not necessarily people
you are friends with, but rather you met in
brief, heard speak, or know through another
connection.

A close collaboration for smooth
coordination.

Union of a society, firm, or political party
with another, but without loss of identity.



oLVSLAC OGS SLAPAVELWDV

oLVVESPLAKO KEVTPO; KEVTPO

ouvvSlaoKEPEWV

oLVESPLAKO TagISL

OLVESPLAKOG XWPOG; XWPOG TOU
ouvedpiov

ouvedplaon

ouvedplaomn "avolytol xwpou"

ovvedplaomn avalntnong Loewv

set of imagery et in a power point
presentation, formerly a collection of slides

Premises built specifically for holding
meetings and exhibitions.

A travel which involves all participants come
to a multilateral gathering organized around
a previously established advertised theme.

Meeting site. Premises where the meeting
will be held.

General term indicating the coming together
of a number of people in one place, to confer
or carry out a particular activity. Frequency:
can be on an ad hoc basis or according to a
set pattern, as for instance annual general
meetings, committee meetings, etc.

A meeting organized through Open Space
Technology.

Group session in which all participants
contribute creative ideas which are not
initially judged for merit.



ouvedplaom SloknTikov
ovppoviiov

ouvvedpliaomn eAevBepwv
AVAKOLVWOOEWV

ovvedplaon gpyaciag; cuvodog
epyaciog

ouvedplaomn KIVITpwy

ouvedplaon mapovcioong
poster/avapTnuévng
avVaKoivwong

OULVESPLO

oLVESPLO

A meeting of the governing body of an
organization.

Reports on particular topics which, while
closely related to the subject of a meeting, do
not strictly refer to the matters under
discussion. They are usually dealt with at a
sitting or a session of their own.

Every prearranged session of a meeting.

Meeting event as part of a programme which
is offered to its participants to reward a
previous performance.

Display of material, usually scientific,
accompanied by authors or researchers.

1. General and formal meeting of a legislative
body, social or economic group in order to
provide information on a particular situation
and in order to deliberate and, consequently,
establish consent on policies among the
participants. Usually of limited duration with
set objectives, but no determined frequency.

Regular corning together on a

representational basis of several hundreds -
or even thousands - of individuals belonging
to a single professional, cultural, religious or



OUVEKDETNG

OULVEVTEVET TUTIOV

OULVIYOPOG

OUVOSEVTIKN LOVGIKY/ LOVOLKY)
VTIOKPOLO)

ouvod0¢

other group. A congress is often convened to
discuss a particular subject. Contributions to
the presentation and discussion of the
subject matter come only from members of
the organizing body. Frequency: usually
established in advance and can be either
multiannual or annual. Most international or
world congresses are of the former type
while national congresses are more
frequently held annually. A congress will
often last several days and have several
simultaneous sessions.

Distributor or agent of main exhibitor
sharing the same stand or booth.

Meeting held to communicate information to
media representatives.

one who speaks in favour of another

Music accompanying the arrival or departure
of guests.

Individual at the meeting site but not
necessarily involved with the meeting
sessions. Generally spouse or other family
member or relation of the delegate attending
a meeting for the social content of the
meeting programme.



oUV080G opadwyV epyaciog

OUVOALKQ TETPAYWVIKA HETPQ;
OUVOALKO epfadov

OUVOALKT] TLUY; TN Kot
QUTTOKOTIN

OUVOALKOG aplOpuog ouveSpwv

O0UVOAO TIAPEVPLOKOUEVWV

O0UVOAO TIAPEVPLOKOUEVWV,
oUVOAO eKOETWV

ZuvopAia

Method to increase audience participation by
dividing all participants in discussion groups
each of which reports the group’s findings
and opinions during a following plenary
session.

Total amount of space in exhibition hall or
meeting room.

Rate covering all elements in the cost of a
room, including gratuities and taxes.

Referring to the number of groups and
attendees meeting in a city during a specific
time frame.

Actual number of people attending a
function.

1. Total number of attendees for a given
period 2. Total number of exhibitors for a
given period.

Chat can refer to any kind of communication
over the internet but traditionally refers to
one-to-one communication through a text-
based chat application commonly referred to
as instant messaging applications.



ZuvopAio twitter

OUVOTITIKY £kBeom

OUVOTITIKO TIPOYP OO

oUVTaEN KEWEVOL HECW
VTIOAOYLOTY

OUVTOVIOTHG

OUVTOVIOTHG cL{TNONG

OUVTOVIOTLIKY] ETILTPOT)

A Twitter Chat is a chat or discussion that is
held on Twitter and is open to all users.
Questions are prompted from the user
hosting the chat, while anyone else can
respond using a particular hashtag. The
hashtag is the marker for someone
participating in the chat. HubSpot has its
own chats hosted every other Tuesday via
the hashtag #inboundchat.

Short account of a speech, debate or
discussion.

Shortened version of the meeting
programme giving basic information in a
way which is easy to refer to and convenient
to carry.

Lettering generated by a computer.

Person who presides over panel discussions
and forums.

Person who introduces topic of discussion
and controls the discussion in the group.

Committee in charge of co-ordinating the
organization of the event.



OUOKELT] avamapaywyns Bivieo

OLOKELN EYYPaPNS Blvteo

ovoTao

ZUOTNUA AVTATIOKPLOTG TOV
KOLWOU

ZUOTNUX AVTIOTPOENG LETPNONG
Tuvedplag

oVOTN A EVOOETIIKOLVWVING

oVOTNUAX EVOOOLVEVVOT 0N G

Equipment for playing back video and audio
signals on magnetic tape.

Equipment for the recording of images and
sound on a magnetic tape in the form of a
video.

Strongly suggested course of action;
sometimes has binding force.

[s a type of interaction associated with the
use of audience response systems, to create
interactivity between a presenter and
his/her audience. Systems for co-located
audiences combine wireless hardware with
presentation software, and systems for
remote audiences may use telephones or
web polls for audiences watching through
television or the Internet.

A technology to control the duration of a
presentation

Audio system permitting two-way
communication.

Speaker system that connects the control
room with the studio.



oVOTN X EVOOGUVEVVOTOTG

OUOTNUA ETILKOLVWVING [E
onuaTo

OVOTN A KATAVOUTNG TIEPLTTITEPWV

KOTA TIPOTEPALOTN T

Tuomnua Ymeopoplag

OLOTOLYIO PWTWV

oLVXVOTNTA GUVESPLACEWV

ox€610 XpoOvou

Intercommunication system using
headphones and microphones for
communication between adjoining or nearby
studios or offices.

A system for communications between the
speaker and the projectionist or between the
chairman and the speaker.

System used to determine priorities in the
assignment of booth space.

A term encompassing several different types
of voting, embracing both electronic means
of casting a vote and electronic means of
counting votes

Lights attached along a track mounted on a
ceiling or wall permitting flexible
spotlighting and other effects.

The periodicity with which the same kind of
meeting takes place.

A draft which matures either a certain
number of days after acceptance or a certain
number of days after the date of draft.



OXOAN — TIPOOKEKANLEVOL
OMANTEG

ZxoAalw / XxoAl0

oxoAKN duataén oe oxnua V

oXoAkn Suataén; Alataén
aiBovoag StadaokaAiag

OWUATELKN cuveSplaon;
ETALPLKY cLVESPIlaOT

TOKTOTO(N o™ Aoyaplac oy Kot
avVoywpPNoT amo to Eevodoyxelo

Taplag

Group of those qualified to teach

A comment is a response that is often
provided as an answer or reaction to a blog
post or message on a social network.
Comments are a primary form of two-way
communication on the social web.

Rows of chairs separated by a centre aisle
slanted in a V shape facing head table or
speaker.

Tables lined up in a row, one behind the
other on each side of centre aisle with chairs
facing head table.

Business-oriented meetings in which the
participants represent the same company,
corporate group, joint-venture or
client/provider relations with an orientation
towards improving or achieving business,
competing in conditions far from perfect
competition.

Procedure for guest departure including
account settlement.

Person appointed to control the finances of
an event or organization; normally chairman
of a finance committee or its equivalent.



TOUUTEAGKL, OT)UQ; OVOUAOTIKO
onua

TSt yvwpuiag; Emiokedm
yvwpuiog

TaEISLWTIKY ao@AALon

TaEISLWTIKO YpaE(D;
TaéISLWTIKO TIPAKTOPELD;
TaELSLWTIKOG TIPAKTOPAG

TOAUTOXPOVEG CLUVESPLATELG

TouTO)pOoVN Stepunveia

Identifying card worn by attendees to a
meeting.

Hosted trip to assess facilities, locations or
services.

Insurance against accidents that occur in the
course of travel to or from a meeting.

Person or firm qualified to arrange for hotel
rooms, transportation, cruises, tours, and
other travel elements.

A trend is seen on every social network.
Facebook shows what is trending when
multiple users are sharing the same link or
discussing the same topic. Google+ highlights
trending topic when a user conducts a
search. Twitter has a section to the bottom
right of its home feed which clearly shows
what topics and hashtags are trending in
tweets. And LinkedIn shows what industries
(in LinkedIn Today) that a certain story is
popular.

Sessions scheduled at the same time.

Process of translating one language into
another while the speaker is speaking,



TV TOXPOVN TIPOLOAN OE I
000vn

Taxvdpopeio

TOXUSPOLLKT) ETILOTOAN

TOUXVUETAPOPA, TAXUUETAPOPENS

TeAeT évapéng; emionun évapin;
EVAPKTNPLO TEAETY);

TeAe™ ANENg

TeAevtala mpobeapia vTOBoATG
QLTN|CEWV CUUUETOXNG; TEAELTALA

mpoBeopio eyypa@ns

tedeag; dag

generally using some form of voice
transmission installation.

Technique of superimposing two images on a
screen at the same time.

Agency handling the transmission of mail.

The action of sending by mail; specifically a
number of items posted at one time,
especially as a part of a publicity campain, a
survey, etc.

European term for a travel professional who
supervises arrival details and escorts tours.

The formal opening of a meeting.

Formal closing of a meeting.

Date by which all those intending to apply to
attend an event, submit a paper or request
any form of subsidy or grant, must submit
their application.

Equipment for sending and receiving
facsimiles of printed or pictorial matter by
analog or digital transmission either over a



TEAN €€060V; TEAN agpoSpopiov

TeAKN €kBeon (ouvedpiov)

TEAIKN KATAOGTAOT) AOYAPLAGUWV

TeAIKN ovvedpiaom; kKAelowo
ouvvedpiov

TEAIKO TIPOYPAUUA

TeVX0G TTEPAPEWVY

TEVX0G TTPOOoKANOoNG/ Staknpuing

telephone line or via a telecommunications
network.

Fee collected from traveler by host country
at time of departure.

Final summary of meeting events.

Statement of income and expenditure
following the end of an event.

Last session of a meeting in which the
subjects which have been discussed are
summarized and conclusions may be
announced.

Document containing the definitive meeting
and social programme, circulated
immediately prior to a meeting or
distributed at the commencement of an
event.

Printed volume containing summaries of
accepted papers.

Written document issued by an organization
which contains requirements for their future
events.



TeXVIKN emiokePm (OXETIKN pe
TOUG CUUUETEXOVTEG)

TEXVIKN PO

TEXVIKO OLVESPLO

TEXVIKOG

TEXVIKOG SlevBuvTig

Texvitng e€aptiopnov

TexvoAoyia Ping

Tour to a workplace of interest to meeting
participants.

Run-through of technical aspects of a show
such a lighting, sound, special effects.
Sometimes called "tech-check".

Groups whose members and suppliers work
in scientific, research or applied sciences.
USA/Canada: Non-medical meetings of
professional organizations.

Expert in particular craft or technique,
usually in relation to audiovisual, mechanical
or electrical equipment or appliances.

Person who calls cues from the control room.

Skilled person used in handling assembly of
heavy materials always working at union
wages.

Ping is a computer network administration
utility used to test the reachability of a host
on an Internet Protocol (IP) network and to
measure the round-trip time for connectivity



Texvoloyla avolytol xwpou

AeSLepunveia (.. péow
Sopupdpov)

NAEmapovoia

TNAETKOLVWVLOKO KEVTPO

nAecVoKeYT; TNAEcLVESpiao;
AeSLaoKkem

TNAEPWVIKTY oVVSEDT

OST is an approach to meeting facilitation
which enables groups from 5- 1,000 to
efficiently deal with complex issues in
creating self-managed task groups. No pre-
planning is required for agenda preparation
and only one facilitator is needed.

Simultaneous interpreting using
telecommunications facilities, e.g. via
satellite.

technology which allows a person to feel as if
they were present, to give the appearance of
being present, or to have an effect, via
telerobotics, at a place other than their true
location

Area in meeting venue for telephone, fax,
telex or teleconferencing facilities.

Generic term for all types of meetings which
bring together three or more people in two
or more locations through
telecommunications. Sometimes specifically
means a meeting using voice-only
telecommunications as opposed to a
videoconference.

Socket into which a telephone can be
plugged for external communication.



TNAEXELPLOTIPLO

TLUN AVA UTTIOUKAAL

TN avd TToTo

TLUN AQVA& TEPAXLO

T dwuartiov

TN Swpatiov ywpig yevpata

TLUN evolkiaong

T nuépag

Control of apparatus, such as audio visual
equipment, from a distance.

(Liquor) drink served and charged for by the
full bottle. Organizer owns any bottle on
which the seal has been broken.

(Liquor) drink served and charged for by the
number of drinks served.

Food purchased by the piece, usually for a
reception. Prices may be quoted individually,
by the dozen, or for 50 or 100 pieces.

Amount charged for the occupancy of a
room.

Room rate with no meals included.

The price paid by the organizer to the owner
of the meeting facilities.

Reduced rate (often 1/2 of the regular rate)
for a room used part of the day, including the
period after check-out time.



TLUN KAT QTTOKOTIN

TN KaT ATOUo

TLUN KAT ATTOKOT)

TLUN TIUKETO

TLUN TIOKETOV EUTIOPEVUATWV N

VUTINPECLWOV

TLUN TETPAYWVIKOV

TIHOAGYLO0

TIPAS; aplOPOG AVTITUTIWV

One rate for each room in a guest room
block.

A fixed price covering all consumption
within a given time frame; sometimes
includes snacks or hors d’oeuvres.

Fixed payment with no extra costs to be
added.

Tour arrangements combined and sold at a
single all-inclusive price. All the
arrangements are made by an agent at an
inclusive price.

Management providing furniture and/or
services to exhibitors for a single fee.

Cost per square metre/foot for exhibition
space.

A demand for money detailing goods, with
prices, sold or consigned to a purchaser.

Number of copies printed.



TitAog

TitAog, 1810 TR, BaBUOG

TUN U TIpOUNOELWV

TUNHXTA 0YyOPAS

Tunuatomoinon Siktvov

TOTILKN EKONAwON

TOTILKN ETILTPOTIN

A phrase at the top of the newspaper,
magazine article, indicating the subject of the
article.

Denotes person’s rank, office, sex or, in
women, matrimonial status.

the obtaining of quotations and proposals

Categorization of organization or businesses
by professional discipline or primary areas
of interest for the purposes of sales analysis
or assignment.

Splitting a computer network into
subnetworks ie: Organisers, Speakers,
Delegates, etc either to boost performance or
to improve security.

An event, such as a graduation ceremony,
local festival, etc., that draws its audience
primarily from local market.

Board for a geographical area of a society or
federation, often synonymous for host
committee.



TOTILKN LETAPOPA TIPOG TOV XWPO
™G €kBeomng

TOTILKT] OPYQAVWTLKY] ETILTPOTN)

TOTILKT] OPYQAVWTLKY ETILTPOTN)

TOTIOG

TOTIOG YEVVIIOEWS

TOTIOG SLEEaywyng ™G
ouvedplaong

TovaAéteg; W.C.

TOUPLONOG

Transfer of exhibits from point of arrival to
exhibit site. May also include storage.

Group of people from the host country, city
or region of an event.

A group of people, geographically local to the
venue, who carry out the strategics and
policies established for the organization of
an event.

The destination where the meeting takes
place.

Denotes place of birth (not necessarily
nationality).

The building and environment area where
the meeting takes place.

Samtory convenience.

functionality whereby visitors (tourists) are
attracted to places (destinations) of
historical, cultural or national interest



TOUPLOTIKT UTINPETiA

TPATEQLKN

TPATEQLKT) €yYyUNON

TPATEQLKY) ETTLTAYY

TPATELKY) LETAPOPA

TpaTme(Iko Eupacua

TP

TPOTIOTIOM OELG, XAAQYEG

TPOTIOG TTANPWHNG

A service concerned with the organization of
excursions which are purely pleasure (cf
sightseeing tour).

The carrying out of financial operations.

Guarantee on the part of a bank that it will
pay in the event of default, so that no
enquiries regarding the solvency of the
person or body in question are needed.

Payment format issued by a bank.

Movement of funds between banks or from
one bank account to another.

Money forwarded by or to a bank.

the process of reducing something’s strength
or effectiveness through sustained attack or
pressure

Changes made by the client after any part of
the production process has begun. Usually
billed as extra charges.

Method of settling a bill /account.



Tpoodocia

YBp1dikn ekdnAwon

VALKO SNOCLOTN TG
SLLENUOTIKO VALKO

vmaifpla ékbBeon

VTIEPAKPLO GLVESPLO

VTEPAPLOUN KpATNON;
overbooking

VTIEPUOTIKT HETAPOPA

vmepyoAafia

vTEPYOAQog

The provision of food and beverages.

An event with both live and virtual attendees

Brochures or other items needed for
promotional purposes.

Space/stands located outdoors.

Meeting event not taking place in the country
of the originating body.

In the context of air transport, hotels,
restaurants, tours: situation where number
of confirmed reservations exceeds number of
seats, rooms, places available.

The means of travelling between two cities.

a company or individual in receipt of an
instruction or task who subsequently passes
on all or part of the task to a third company
or individual

Company retained by general contractor to
provide services.



vTevBuvog Beotiapiov

VTEVOLVVOG YL TN GUYKAN O TWV
OLVESPWV

vTeVBLVVOG Snpociwv oxéoewv

VTEVOVVOG PHETAPOPWV;
OUVTOVIO TG LETAPOPWV

LTEVOLVOG TTPOPOANG;
VTIOGTNPLKTNG

veVBLVVOG GuveSpiov

VTEVOVYOG TUTIOV; EKTIPOCWTIOG
TUTIOV

vTmpecia aBANTIKWV
SpaoTNPLOTTWV

A person who is employed to take care of
people’s coats, hats or luggage in the
cloakroom (cf cloakroom).

Member of committee in charge of convening
participants.

Title given to the person in charge of and co-
ordinating the promotional activities of an
event.

Person in charge of planning and managing
transportation arrangements for
participants.

Person

Title generally conferred upon the chief
administrator of the entire event.

Title given to the person handling all press
and media-related activities excluding
advertising.

A service concerned with arranging sports
activities or activities involving physical
exertion and skill.



uTMmpecia ao@areiag

VTN pPECia EMaAVOAAUBAOVOUEVG
UETAPOPAS LE AEWPOPELD

VUTINPECIEG SPAGTNPLOTITWV
eAeVBepov xpoOvou

VUTINPECIEG KUL EYKATACTACELS

VTIO TNV aLyida

vmofalw

vmof3oAéag

Service providing security arrangements,
such as checking delegates’ credentials,
searching hand luggage, protecting
equipment and patrolling congress and
exhibition areas.

Conveyance which travels back and forth
over a particular route, especially a short
route or one connecting two other transport
systems.

A service concerned with the organization of
free or unoccupied time.

Items provided by or available from the
organizer to enable the customer, delegate or
committee to get maximum benefits from an
event, such as the provision of secretarial
services, cleaning, power, transportation,
catering, etc.

Phrase used to indicate not only
endorsement but normally also a measure of
responsibility for, or guidance in, the
organization of an event.

To move to a lesser accommodation or class
of service - to change to an inferior standard.

A speaker’s prompt



VUTIOETLTPOTN

Group of people, frequently including one or
more members of the main committee,
meeting outside of the main committee, with
responsibilities for specific areas of activity.

YmoAoylotg Tablet

See tablet

VTIOOUASEG EPYAOIAG; UIKPES

opadeg epyacia : s :
HAOES £pY 5 Small group sessions within a meeting
organized to discuss specific subjects.
VUTIO-TIPOIOV
a secondary product derived from a
manufacturing process or chemical reactio
Voo TN PLEN
In the context of meetings and the like,
‘patronage” primarily means endorsement
by eminent individuals (e.g. Royalty or
ambassadors) or bodies.
VTIOVPYELD
the body of ministers of a government
VTIOXPEWTLKO
obligatory or requirment to abide by the
rules of the association/meeting
UTIOXPEWTIKO

compulsory



vTToYM@LOTNTA

vmA1n Tepiodog

UYog 0po@nig

@AKEAOG SNLOCLOYPAP WV

@axelog ouvedpiov;
TIANPOPOPLAKO VALKO; VALKO
ouvedplov; cLVESPLAKO VALKO

@LoSwpnua

DAoL

EOPNTO UKPOPWVO

Submission of a name (person, organization
or company), for election or appointment to
a specific role or function.

Busy times of year during which hotels
normally charge higher rates.

Height of the ceiling of the exhibition hall.

62press release; press communiqué

Generally a comprehensive collection of
meeting documentation within its container.

Amount paid as a reward for special service,
sometimes obligatory in the form of the
"service charge" but often optional in the
form of a "tip".

No, not your pals you play poker with on the
weekends. We're talking Facebook friends.
These are individuals you consider to be
friendly enough with you to see your
Facebook profile and engage with you.

Small microphone, with or without wire,
which can be moved easily.



©opNTO cVoTNUA Slepunveiag

System which can be transported and set up
in any venue without the need for built-in
booths or electric circuits.

EOPNTO YWPLOUQA, SLXWPLOTIKO

Movable barriers that partition large areas
into smaller areas. May be sound-resistant,
but not necessarily soundproof.

(POPNTOG UTIOAOYLOTNG

Computer capable of being carried about
readily from place to place and used away
from the owner’s home base. In order of
increasing size the main subcategories are:
handheld/pocket, notebook, laptop.

@opua Slamiotevong

Document for official authorization.

@OpUA EYYpaPNG

Document upon which a participant at an
event gives all relevant information about
him/herself and his/her intended
participation in the conference and
associated activities.

@opua kpatong Eevodoxeiov

Booking form for reservation in a hotel for
use by participants.

@OpUA CUPUETOXTG O€ oL TNON

Application to put a question during a
meeting session to a particular speaker and
on a specific subject; usually to be submitted
in advance of the session.



@OPUA TOTILKNG LETAPOPAS TTPOG
TOV XWPOo NG €kBeong

@OpUQ; EVTUTIN OpUA

©Opog tpooTIBEUEVN G atlag PITA

@opovp

dopoup

EOVAYLE; AOUTIV

©EPoLVPOS, PUAAKAG

Form for exhibitor requesting handling of
materials.

Printed or typed document with blank
spaces for insertion of specific required or
requested information.

Government tax levied on goods and
services.

Meeting or part of a meeting set aside for an
open discussion by recognized participants
on subjects of mutual interest.

Also known as a message board, a forum is
an online discussion site. It originated as the
modern equivalent of a traditional bulletin
board, and a technological evolution of the
dialup bulletin board system.

Public area in hotel or hall for assembly or
registration.

A member of the security service who is
employed to protect building, people, etc.



@OAAKOG TIAPKLY

@ULAAGS10; uTTpocoVpA

EWTELVOG SEIKTNG

PEWTELWVOG TTivakag/
UETAKIVOVUEVOG TIIVOKAG

EWTIONOG SWUATIOV; PWTIONOG
XWPOU

EWTIOUOG AAUTITIPWV
@Boplopov

EWTLONOG TG aibovoag

A person who is employed to assist people in
parking their motor vehicle in a designated
area.

Document describing and promoting the
advantages of an item or service.

Electric rod which casts an illuminated spot
on the wall, blackboard, screen, etc. to draw
attention to a particular feature.

Screen intended to provide information and
to notify participants who are called away
for urgent reasons during the session,
without disturbing the meeting.

The surrounding light, such as that reaching
a television screen from light sources in a
room. When the environment is a room, the
term can be taken as equivalent to "room
light".

Neon lamps, with diffused light tubes as
opposed to incandescent lights.

Lighting of room separate from stage
lighting.



@WTOTUTILKO UNYAVHX

XaunAn mepiodog

XaunAn oelov

XAPTOPUAAKOG

XELOQWVO; LIKPOPWVO ETTAPNG

xopnyia

XOPNYLES; EMSOTNOELS

xopnyol

XPEOG

Machine for photocopying documents.

Time of year at which hotel occupancy is
lowest and bargain rates are usually offered.

That time of year when travel and hotel rates
are at their lowest.

Container for meeting documentation.

Microphone designed for use in contact with
the lips of the speaker.

Donated financial or material support.

Money obtained from bodies or authorities
to underwrite expenditure.

Bodies contributing product or financial
support to an event in return for propotion
of the company name or logo. Bodies simply
allowing their names to be used in
endorsement of an event will more usually
be referred to as ‘patrons”, though the
distinction is not rigid.

money or goods owing



XPEwaON

An item entered on debtor side of an account
(oppos. of "credit"). To take one sum away
from another.

XpEwon o€pPLg; emPBapuvon
oeppiS Inclusive gratuity specified by the
restaurant/hotel management and shown in

the bill.

XPOVIKQ, Sladoxika

a narrative of events, year by year

XpovoAdyLo

Timeline is the new Facebook format for
personal profiles. It is essentially a digital
scrapbook of a user’s life, displaying their
profile in an actual timeline format so they
can see at exactly what point in time
something a story occurred.

XPOVoG & LAIKG

Method of charging for services on a cost-
plus basis.

XPOvog avadiataéng xwpov

Action required to break down and reset a
room.

XPOVOG EYKATAOTAONG

Period necessary for the preparation of the
conference and exhibition venue before the
arrival of the delegates and exhibitors.

XPOVOG EpWTNOEWV

Question and answer period.



XWPA TIPOEAEVONG GUUETEXOVTA

XWPA TIPOEAEVONG; XWPA
KATAYyWYNS

XWPNTIKOTNTA

XWPIS @paypoVs; Tpoofaciyo o€
ATOUA [E ELSIKEG AVAYKES

XWPLOUA; SLOYWPLOTIKO

XWPOG

XWPOS amoOnkevoNg

XWPOG EKTOG TIEPLTTTEPOV TIPOG
xpnon

The residence of the participant (town,
region, country). If residence and nationality
do not coincide, they may be registered
separately.

Denotes country of parental nationality.

Maximum number of people allowed in any
given area, or maximum number of people
that a setup can accommodate in a function
room.

Free of obstacles hindering the movement of
disabled persons to all public areas within a
building.

Movable interior wall.

Area, property or specific facility to be used
for meeting.

Equipment storage area at show site, usually
draped off area in exhibition hall/unsold
space.

Use of floor space outside exclusive booth
area.



XWPOG HETAEY KABLOUATWY

Distance between rows of seats on an
aircraft.

XWPOG TIEPLTITEPOV

Space in which stands are laid out.

Ynelaxn onuavon

Live information relayed to signs around the
venue that can display the conference
programme and show what is going on
inside session rooms. Can also be instantly
updated with new information eg
replacement speakers or session changes

Pnelako avaioylo

Stand used by speakers at a meeting with a
digital screen infront which can be used to
display branding, speaker information etc

Pr@opa

Motion put forward for adoption; once
adopted, has binding force.

yngogopia

recording of votes

Puxaywyikeg 5pactnpLloOTNTES

Activities performed for the enjoyment of
others.

PuxaywyiKo mpoypappa

Programme of events organized for the
entertainment of participants.



WPA AVAYXWPNOTG

wpa deLEng

WPES Aettovpylag

Time at which guests departing on that date
should have completed their check-out.

Preferred time for guests to arrive at hotel.

Hours during which an exhibition is open to
the public or trade visitors.



