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VIP Hotel (HOTEL NAME)
Set up to be ready from day 1 and a technician must be available on site (contact details to be provided)

STABLE INTERNET CONNECTION WITH CABLE IS A MUST
European Athletics Office (NAME TBC) from Friday [2 weeks before event] Month, 09:00 until Monday [D+1 after event] Month YYYY, 18:00 
This should be a sufficient size to accommodate 25 people at a time.

· 15 tables

· 25 chairs

· 1 A3-colour laser-printer and photocopier with drivers (network multifunction printer, high speed with sorter, 25 copies/min.) – model to be informed in advance
Photocopier technician on site during regular working hours and on call

· Broadband Internet connection in order to connect several computers (preferably DSL or cable lines). The main Internet access should be on wired LAN – LAN configuration should be accessible to European Athletics.

· Selection of stationery including:

· 1 stapler / supply of staples

· 1 hole punch

· 1 pair of scissors

· Supply of paper clips

· 1 roll of duct tape
· Supply of notepads

· 2 waste paper baskets
· 2 packets of plain A4 white paper

· 1 packet of plain A3 white paper

· Enough multi plugs & extension leads.

Meeting rooms
European Athletics meeting room (NAME TBC) from Sunday [1 week before event] Month until Monday [D+1 after event] Month, 14:00 Next to European Athletics Office, big enough for 20 persons, boardroom, Broadband internet connection available. 

Council Members working area (NAME TBC) from Sunday [1 week before event] Month, noon time until Sunday [event week] Month (18:00)

Max. capacity 10 persons at once, chairs & tables, Broadband internet connection and possibility to plug in a minimum of 10 laptops at once.

+ 1 printer
Stadium

European Athletics Office (LOCATION TBC)
This will be required from Friday [2 weeks before event] Month, 09:00 until Sunday [event week] Month YYYY, 22:00 
This should be a sufficient size to accommodate 20 people at a time.

· 8-10 big tables

· 20 chairs

· 1 colour laser-printer with drivers (network printer)

· 1 photocopier
· Broadband Internet connection – LOC to advise in details specifications of the Internet connection & local area network (LAN)
· Selection of stationery including:

· 1 stapler / supply of staples

· 1 hole punch

· 1 pair of scissors

· Supply of pens, paper clips

· 1 waste paper basket

· Supply of notepads

· 2 packet of plain A4 white paper

· Enough multi plugs & extension leads.
Meeting room (LOCATION TBC) – eventually to be shared with LOC
Next to European Athletics Office, big enough for 20 persons, boardroom, Broadband internet connection available
European Athletics Competition Department staff (3) sharing LOC Competition office

· 3 chairs and 3 dedicated tables 

· 1 Broadband internet connection

· 1 printer (can be shared with LOC)

European Athletics Communication staff (2) sharing LOC Media office

· 2 chairs and 2 dedicated tables 

· 1 Broadband internet connection

· 1 printer (can be shared with LOC)
European Athletics President’s room (LOCATION TBC)
· Tables & chairs, possibly sofa - Broadband Internet connection
General
Water - soft drinks available from the date of arrival. Daily cleaning
As of Month YYYY
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