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Standard Operating Procedure

Opening & Closing ceremony of the EAHP annual congress


1. Scope

Define the processes to organise and set up the Opening and Closing ceremony of the EAHP annual congress. Timings and order may change depending on the program and any special dignitaries needed to speak as approved by the OCP.

2. Abbreviations

1. European Association of Hospital Pharmacists: EAHP
2. President: P
3. Vice President: VP
4. Director of Finance: DF (Serves as Master of Ceremonies (MC)
5. Chairman of the Organising Committee:  OC Chairman
6. Chairman of the Scientific Committee: SC Chairman
7. Managing Director: MD
8. Deputy Managing Director: DMD
9. Events Team: ET

3. Responsible person(s)/owner(s) of the project

1. Execution: ET
2. Supervision: MD
3. Ownership: P


The Opening & Closing ceremony room set-up

The opening/closing ceremony room must take place in one of the main auditoriums of the congress centre and be able to welcome at least 3500 3000 people in theatre style set-up or if not possible, provide overflow rooms. 

Timing of the Opening and Closing ceremonies

The Opening ceremony should take place on the first congress day from 8.30 to 10.15 unless otherwise approved by the OC.

The Closing ceremony must take place on the last congress day from 11.30 to 13.00 unless otherwise approved by the OC.

Decoration of the Opening & Closing ceremony room

The ET must select a florist from the city where the congress is organised in December of the previous year to decorate the main stage with meters of flowers to surround the stage, two  columns of flowers/plants placed in each side of the stage and one or two arrangements for each side of the lectern or cascading down the lectern. 





Technical aspects

The audio-visual equipment is provided by a private audio-visual company and their technicians along with the technicians of the congress centre. A contract is signed with each party 2-3 months before the beginning of the congress and should specify the services provided by the subcontractor.  

1. Equipment needed on stage 

- 1 lectern
- 2 1 or 2 microphones portable with stand and/or tie microphones (The EC will contact the speakers to determine their preferences.)
- spotlights
- a large central screen where the speaker presentations, pictures, videos, etc. are displayed (depending on the configuration of the room, it is possible that additional screens located ½ back of the room or on each side of the main screen are hung for visibility)
- a table next to the lectern for speaker water, certificates and awards when applicable


2. Material projected on the screen 

Speaker presentations, photos and videos can be projected on the screen for the audience. The material needs to be provided 1 month before the beginning of the congress to the IT company (Netropolix).

Agenda Opening and Closing ceremony

The MD and/or DMD and/or the ET must create the agenda of the opening and closing ceremony 2 months before the congress and submit to the MD P for approval.  Once approved, the ET or MD/DMD will send to the OCP for review and approval.

A. Agenda Opening Ceremony: (may be adjusted by the OCP)

Day and time: Wednesday (first day of congress), 8.30-10.15


ET reserves front rows for Board and Committee members, President’s guests, press).  ET will place agenda on lectern for reference and also provides a copy to the P, DF, SC Chairman and MD/DMD.

While participants are entering the auditorium and waiting for programme to begin, a visual of EAHP photos with a light music background will be playing.

MD and/or DMD will welcome participants and introduce the MC (OC Chairman)

The OC ChairmanMC will welcome participants and remind all to turn off mobile phones and take their seats.  (5 min)

The OC ChairmanMC will introduce the EAHP President.

EAHP president will start the ceremony with a speech (10 min).

EAHP president introduces dignitary to address participants [DIGNITARY TO BE DETERMINED] Name and title of the dignitary to be included in agenda.

Dignitary speech (10 min) If two dignitaries are expected, each has 5 minutes.

EAHP president thanks the dignitary(s) (1 min)

EAHP president enters stage and presents the EAHP Board of Directors’ Excellence Award

Awardee will give short acceptance speech (5 min max)

EAHP President will introduce SC chairman and invite him to the stage. Some introductory music will play as the SC Cchairmaen takes the microphone) (30 seconds)

SC Cchairman will then give speech and introduce the keynote speaker [ADD NAME] (5 min) (include info from bio)

Keynote presentation (45 min) 

EAHP president thanks keynote speaker, then opens the congress, reminds all of the poster walk and invites all to go to exhibition area. (Background music is playing until participants exit the auditorium)


B. Agenda Closing Ceremony:

Day and time: Friday, (last day of congress) 11.30-13.00

ET will reserve front rows for Board and Committee members, President’s guests, press, poster prize winners and those people receiving certificates or other acknowledgements.

While participants are entering the auditorium and waiting for programme to begin, a visual of photos taken during the congress will be displaying on screen.

SC chairman enters stage and introduces keynote speaker [ADD NAME] (include bio details) (2 min)

Keynote presentation – (45 min)

SC chairman enters stage and thanks the keynote speaker.  Keynote speaker exits stage.

1. SC Chairman gives brief presentation of the congress value & statistics of the abstracts received (5 min). ET will provide information to SC Chairman in advance.
2. SC Chairman invites the President to award 3 abstract poster prize winners, the GPI winner, EAHP-EPSA winner and Statement Implementation winner by giving them the certificates & envelope with prize money letter prepared on the table next to the lectern (5 min)  (ET will provide names, certificates and any other items and place on table next to the lectern.)
3. SC Chairman and the President award departing SC members if any along with the SC members who represented the national member association from the country in which the congress is being held.  ET will include in agenda the names. Gifts will be labelled and located on the table next to the lectern.  If one of the departing national association members is the president, the SC Chairman will acknowledge his/her support of the scientific programme and give president 2 minutes to speak. (Note: The departing SC awards or other awards may be moved to the opening ceremony, time permitting.

4. SC Chairman gives overview of the programme of the following year’s congress.

5. The EAHP president will invite any departing SC members to the stage and acknowledge with a certificate.  ET will place on table next to lectern and include name and details on the agenda.

6. EAHP President invites a representative from the national association of the country where the next congress will be held to come on stage.  ET will include name of person and national association in the agenda (8 min) 

7. National Association representative gives short introduction to the country and invites all to the next EAHP congress that will take place the following year.  ET will provide the location and dates in the agenda and to the representative. (3 min)

8. EAHP President invites MD and/or DMD to the stage.

9. The MD and/or DMD thanks everybody who helped organise the congress and closes the congress.  (Should include congress centre staff (ET will enter name of the congress centre on agenda), the A/V staff the IT provider, hostesses, EAHP industry sponsors and Industry Partners (include name of company) and EAHP staff.

10. EAHP President and MD and/or DMD invite departing board members to the stage and present a certificate and gift.


The President gives a final summary of the event and thanks all for joining, then closes the congress. 
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