Services

· 24-hour Support on all services
· Air Travel Reservations & Electronic “E” Ticketing as and when required for
· General air travel as required
· Travel arrangements specific to relevant conferences and events as required
· Accommodation Reservations
· Airport & VIP Lounge Reservations
· Car Hire Reservations
· Chauffeur Drive / Airport Transfers / Shuttles
· Courier Services & Unaccompanied Baggage
· Foreign Exchange
· Group Reservations & Team Building
· International Driving Permits (AA)
· Leisure Travel Services
· Meet & Greet / Security Escorts / VIP Protocol
· Mobile Phones & Telephone Cards
· Passport & Visa Applications
· Rail / Ferry / Coach Reservations
· Theatre & Restaurant Bookings
· Tour Packages
· Travel Insurance & Health Requirements and Advice
· Voyager Reservations & Ticketing
· Meetings, Incentives, Conferences & Events (this area is vast, but we include a number of services available)
· Airport & Physical Security
· Conference Co-ordination
· Conference Guest Relations
· Conference Theme Conceptualision and Branding
· Database Compilation, Management and RSVP’S
· Delegates Lounge
· Document/Printing Room
· Exhibition and Lunch Venue
· Gala Dinner & Cocktail Venue
· Holding Office & Boardroom
· Key Activities [Opening, Closing Ceremonies etc]
· Media Centre & Press briefing Room
· Ministerial Lounge
· On-site Storage Facilities
· Operational Room
· Personnel
· Plenary Room
· Publicity and Media
· Simultaneous Interpretation Facilities [12 Translators and 30 Multi-lingual
· Sponsorship Support
· Spousal Programme (Possible)
· Technical and IT for all venues:
· Transport Service Invoicing and Payments
· Typing Room
· Ushers

For smaller scale conferences, service might typically include:
· Accommodation reservations
· Administrative support
· Air, road and rail transfers to conferences as determines my the nature of the event
· Airport Meet & Greet services as required
· Catering (Indoor & Outdoor) (Halaal/ Kosher/ Vegetarian/ any specific requirements. For larger events where children are involved, nutritional meals are worked out by professional dieticians)
· Certificates (Design / Print / Frame)
· Conference & Event Management
· Conference recording and transcription
· Corporate Gifts
· Event Conceptualisation and branding
· Data base management and RSVP’s

Upon receipt of a detailed and accurate guest list from the client, the following procedure will be in place:
· An electronic version of the Database will be compiled and the accuracy of information is checked
· If so required, and depending on the event, we pause to mention that we are able to design, produce and electronically or physically distribute the necessary invitations to all delegates
· Ordinarily, electronic invitations are forwarded ahead of printed copies. 
· Electronic Invitations are sent to invitees via emails or fax
· Hard copy formal invitations can either be posted to guests, or presented to them upon registration. These could also contain pertinent information and invitations to other event related functions being hosted during the conference or event.
· Constant monitoring systems are put in place for confirming attendance/ non attendance until the final confirmed database is compiled and the registration documents are prepared
· Décor – from basic dressing to full theme
· Entertainment: Master of Ceremonies/ Guest Speakers/ live music/ performers and artists
· Equipment Hire (Laptops / Data Projectors / Copiers etc)
· Event Conceptualisation
· Exhibitions and set up of shell schemes to event specifications
· Flights – International, National and Regional
· Graphic Design (Branding & Printing of all items related to the event)
· Industrial Theatre (Script Writing)
· Information and hospitality desks at larger conferences and events
· Invitations
· Marquee Setup
· Medical services if required and also depending on the nature of the event
· Motivational Speakers / MCs
· Multimedia (Filming & Photography)
· Simultaneous Interpretation
· Room Drops
· Safety and security
· Sound, Stage & Lighting
· Sound recording and transcribing of recordings
· Sourcing of Venues
· Spousal programmes during larger events and conferences
· Stage Management
· Support staff
· Team Building
· Translation and simultaneous interpretations
· Transport (Car / Bus / Shuttle)
· Trophies
· T-shirts / Caps / Clothing - branded
· Venue selection, reservation and management
· VIP Protections / NIA
· Website Development and management according to requirements
· Youth Camps

