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INTRODUCTION 

Communication in speech and writing plays a pivotal role in the present-day 
world, with the result that a growing multitude of international conferences are 
organized for participants from all walks of life. 

These conferences also give rise to a rich spectrum of fringe activities. 

It is thus only natural that conference organizers should wish to have at their 
disposal, in reworked and expanded form, a practical tool to assist them in 
meeting the challenges of a constantly evolving world. 

The meeting industry today presents a picture of increasing technical 
complexity as regards infrastructure and communications techniques and ever 
greater diversity in the services offered: information dissemination, cultural and 
social activities, meeting room setup and facilities for participants. 

The aim of this work, intended primarily for meeting industry professionals, is to 
present an overview in nine languages of terminology in this sector, with 
definitions designed to harmonize usage. 

Thanks to the involvement of IAPCO specialists, the interpreters and support 
services of the Joint Interpreting and Conference Service, and the terminologists 
of the Commission's Translation Service, it has been possible to achieve wide-
ranging coverage of this constantly changing field. 

The authors would welcome any suggestions for improvements. 



INTRODUCTION 

La communication orale et écrite, pivot de la société actuelle, donne lieu à des 
conférences internationales de plus en plus nombreuses auxquelles participent 
des personnes venant des horizons les plus divers. 

Ces congrès, par ailleurs, suscitent des activités connexes multiples et 
enrichissantes. 

Il est donc tout naturel que les organisateurs de conférence aient souhaité 
disposer d'une nouvelle édition, remaniée et élargie d'un outil pratique leur 
permettant de faire face aux défis d'un monde en constante mutation. 

En effet, congrès signifie de nos jours: technicité grandissante de l'infrastructure 
et des techniques de communication ainsi que variété croissante des services 
offerts tels que diffusion de l'information, activités socio-culturelles, 
aménagement des salles et accueil des participants. 

Destiné principalement aux professionnels de l'industrie des congrès, cet 
ouvrage a pour ambition de tenter de procéder à un premier inventaire en neuf 
langues de la terminologie dans ce secteur, et de la définir afin d'en harmoniser 
l'usage. 

La participation des spécialistes de l'Association internationale des organisateurs 
professionnels de congrès (IAPCO), des interprètes et des services logistiques du 
Service commun Interprétation-conférences (SCIC) ainsi que des terminologues 
du Service de Traduction (SdT) de la Commission des Communautés 
européennes a permis de réaliser un vaste tour d'horizon de ce domaine. 

Toute suggestion visant à améliorer la présente édition sera accueillie avec 
intérêt par les auteurs. 



VORWORT 

Mündliche und schriftliche Verständigung - Angelpunkt der heutigen 
Gesellschaft - machen eine immer grössere Anzahl internationaler Konferenzen 
erforderlich, die Teilnehmer aus unterschiedlichsten Kreisen zusammenführen. 
Darüber hinaus entstehen im Umfeld dieser Kongresse vielfältige und lohnende 
neue Aufgaben. 

Es ist daher nur verständlich, dass die Konferenz-Veranstalter an einer neuen, 
überarbeiteten und erweiterten Ausgabe eines praktischen Werkzeugs 
interessiert waren, mit dem sie diesen Herausforderungen begegnen können. 

In der Tat setzt die Organisation eines Kongresses heutzutage viel voraus: eine 
zunehmend fachliche Ausrichtung der Infrastruktur und der 
Kommunikationstechniken sowie eine wachsende Vielfalt der angebotenen 
Leistungen, wie z.B. Verbreitung von Informationen, kulturelle und 
gesellschaftliche Veranstaltungen, Ausstattung der Konferenzräume und Empfang 
der Teilnehmer. 

Das vorliegende neunsprachige Wörterbuch, das sich vor allem an Fachleute 
des Kongress-Geschäfts wendet, will die Terminologie auf diesem Gebiet 
erfassen und definieren und dadurch die Anwendung harmonisieren. 

Durch die Mitarbeit von lAPCO-Fachleuten, Dolmetschern und Dienststellen 
des Gemeinsamen Dolmetscher-Konferenzdienstes sowie von Terminologen des 
Übersetzungsdienstes der Kommission war es möglich, einen umfassenden 
Überblick über diesen dynamischen Bereich zu geben. 

Vorschläge zur Verbesserung der vorliegenden Ausgabe werden von den 
Herausgebern mit Interesse entgegengenommen. 



INTRODUCCIÓN 

En nombre de la comunicación oral y escrita, quicio de nuestra sociedad, se 
promueven conferencias internacionales cada vez más numerosas que reúnen a 
personas de las procedencias más dispares. 

Esas conferencias son a su vez foco de actividades múltiples y enriquecedoras. 

Era, pues, normal que los organizadores de conferencias desearan disponer de 
la nueva edición, corregida y aumentada, de una herramienta con que arrostrar 
los desafíos de un mundo que cambia rápidamente. 

Hablar de congresos hoy en día es hablar de la tecnificación galopante de la 
infrastructura y las técnicas de comunicación y de una variedad creciente de 
servicios: difusión de información, actividades socioculturales, acomodo de 
locales y acogida de participantes. 

La obra, destinada primordialmente a los profesionales de la industria de 
congresos, es un primer inventario, en nueve lenguas, de los términos de este 
campo lingüístico y un intento de definición y armonización de los mismos. 

La participación de especialistas de IAPCO (Asociación Internacional de 
Organizadores Profesionales de Congresos), de intérpretes, de servicios de 
apoyo del SCIC (Servicio Común de Interpretación y Conferencias) y de 
terminólogos del SdT (Servicio de Traducción de la Comisión de las 
Comunidades Europeas) ha permitido abrir el abanico de este campo en 
evolución. 

Los autores recibirán con interés cualquier sugerencia que contribuya a mejorar 
la presente edición. 



INTRODUZIONE 

L'importanza fondamentale che riveste la comunicazione orale e scritta nella 
società attuale è all'origine dell'organizzazione di sempre più numerose 
conferenze internazionali, cui partecipano esperti dei campi più svariati. 

A loro volta, queste conferenze danno vita a tutta una serie di attività ad esse 
collegate e di vario interesse. 

E' del tutto logico, dunque, che gli organizzatori di conferenze abbiano 
manifestato il desiderio di disporre di una nuova edizione, riveduta e ampliata, 
di un'opera che permetta di affrontare la complessità di un settore in continua 
evoluzione. 

Parlare di congressi al giorno d'oggi significa anche parlare dello sviluppo 
tecnologico sempre più avanzato delle infrastrutture e delle tecniche di 
comunicazione, e della straordinaria diversificazione dei servizi offerti quali la 
diffusione delle informazioni, le attività socioculturali, l'allestimento delle sale e 
l'accoglienza dei partecipanti. 

Lo scopo di questo lavoro, concepito innanzitutto ad uso degli operatori nel 
campo dell'industria dei congressi, è di fornire un primo repertorio in nove 
lingue della terminologia del settore, e di offrirne delle definizioni precise al fine 
di normalizzarne l'impiego. 

Il contributo congiunto degli specialisti di IAPCO, degli interpreti e dei servizi 
logistici del Servizio Comune Interpretazione-Conferenze (SCIC), insieme con i 
terminologi del Servizio di Traduzione (SdT), ha permesso di realizzare una 
ampia ricerca in questo campo. 

Gli autori accoglieranno con grande interesse qualsiasi proposta che possa 
contribuire a migliorare la qualità dell'opera. 



WOORD VOORAF 

Als middelpunt van de huidige samenleving is het gesproken en geschreven 
woord steeds vaker aanleiding tot internationale conferenties met deelnemers 
van de meest verschillende herkomst. 

Bovendien scheppen congressen de mogelijkheid tot vele verrijkende 
aanverwante activiteiten. 

Het lag dan ook voor de hand, dat organisatoren van conferenties wensten te 
beschikken over een praktisch hulpmiddel - een nieuwe en vermeerderde druk 
van een bestaande woordenlijst - om de ontwikkelingen in een voortdurend 
veranderende wereld bij te houden. 

Heden ten dage betekent een congres immers: steeds meer techniek bij 
voorzieningen en communicatie, en steeds meer verruiming bij de 
dienstverlening, zoals voorlichting, sociaal-culturele activiteiten, inrichten van 
vergaderruimten en ontvangst van deelnemers. 

Het meertalige werk is vooral bedoeld voor degenenen die beroepshalve bij het 
congresbedrijf betrokken zijn en is gedacht als een eerste, negentalige inventaris 
van het spraakgebruik, met bijbehorende definities, om aldus tot een 
geharmoniseerde terminologie in deze sector te komen. 

Dankzij de bijdrage van lAPCO-vakmensen, van de tolken en de facilitaire 
afdeling van de Gemeenschappelijke tolken-conferentiedienst (SCIC) en van de 
terminologen van de Vertaaldienst (SdT), kon een ruim overzicht over de 
voortdurend in beweging zijnde conferentiewereld verkregen worden. 

Uiteraard worden opmerkingen voor een nieuwe editie door de samenstellers 
met belangstelling tegemoet gezien. 



INDLEDNING 

Mundtlig og skriftlig kommunikation står i centrum for vort moderne samfund 
og giver anledning til afholdelse af et stigende antal internationale konferencer 
med deltagelse af personer fra vidt forskellige miljøer. 

Denne mødeaktivitet afføder samtidig en lang række tilknyttede og berigende 
aktiviteter. 

Det er således helt naturligt, at arrangørerne af disse konferencer har ønsket at 
få udarbejdet en ny, omredigeret og forøget udgave af det allerede eksisterende 
glossar på dette område for bedre at kunne møde de mange udfordringer, som 
denne verden i rivende udvikling stiller dem overfor. 

Vore dages konferencer og kongresser indebærer rent faktisk stadig mere 
teknologi inden for infrastruktur og kommunikationsanlæg samt en stigende 
diversitet med hensyn til de tilbudte tjenester som f.eks. informationsspredning, 
kulturelle og sociale aktiviteter, indretning af mødesale samt modtagelse af 
mødedeltagerne. 

Formålet med nærværende glossar er for første gang at opstille en nisproget 
fortegnelse over terminologien på dette område samt at definere termerne for 
derigennem at harmonisere sprogbrugen. Målgruppen er hovedsagelig fagfolk 
inden for konference- og kongressektoren. 

Takket være deltagelse af specialister fra IAPCO, tolke og teknikere fra Den 
Fælles Tjeneste for Tolkning og Konferencer samt terminologer fra 
Oversættelsestjenesten har det været muligt at komme ind på mangfoldige 
aspekter af dette område i stadig udvikling. 

Ethvert forslag til forbedring eller supplering af nærværende udgave vil blive 
modtaget med tak. 



INTRODUÇÃO 

A comunicação oral e escrita, elemento fulcral da sociedade contemporânea, 
dá origem a conferências internacionais cada vez mais numerosas, com 
participantes provenientes dos mais diversos horizontes. 

Estas reuniões, por seu lado, geram actividades conexas múltiplas e 
enriquecedoras. 

Perante este mundo em constante mutação, é muito natural que os 
organizadores de conferências tenham pretendido dispor de uma nova edição, 
reformulada e alargada, de um instrumento de trabalho que lhes permitisse 
enfrentar esse desafio. 

Com efeito, a organização de congressos implica actualmente uma tecnicidade 
crescente das infra-estruturas e das técnicas de comunicação, bem como uma 
cada vez maior variedade dos serviços oferecidos, tais como a difusão da 
informação, as actividades socioculturais, a montagem das salas e o 
acolhimento dos participantes. 

Destinada principalmente aos profissionais da indústria de congressos, esta obra 
pretende ser um primeiro inventário em nove línguas da terminologia deste 
sector e das respectivas definições, a fim de harmonizar a sua utilização. 

A participação de especialistas da IAPCO, de intérpretes e dos serviços 
logísticos do SCIC (Serviço Comum Interpretação-Conferências), bem como de 
terminólogos do SdT (Serviço de Tradução da Comissão das Comunidades 
Europeias), permitiu abranger um vasto leque de aspectos deste domínio sujeito 
a uma evolução permanente. 

Qualquer sugestão com vista a melhorar a presente edição será recebida com 
interesse pelos autores. 
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ΕΙΣΑΓΩΓΗ 

Η προφορική και γραπτή επικοινωνία, απαραίτητο στοιχείο της σημερινής 
κοινωνίας, έχει ως αποτέλεσμα τη διεξαγωγή συνεχώς περισσότερων 
διεθνών συνεδρίων στα οποία συμμετέχουν άτομα ποικίλης προέλευσης. 

Τα συνέδρια αυτά, μεταξύ των άλλων, δίνουν την ευκαιρία για την 
παράλληλη διεξαγωγή διαφόρων συναφών γόνιμων δραστηριοτήτων. 

Είναι λοιπόν τελείως φυσικό οι οργανωτές συνεδρίων να επιθυμούν να 
έχουν στη διάθεση τους μια αναθεωρημένη και διευρυμένη επανέκδοση 
ενός πρακτικού βοηθήματος που να τους επιτρέπει να αντιμετωπίζουν τις 
προκλήσεις ενός συνεχώς μεταβαλλόμενου κόσμου. 

Πράγματι, λέγοντας σήμερα "συνέδριο" εννοούμε συνεχή αύξηση του 
τεχνικού χαρακτήρα της υποδομής και των τεχνικών της επικοινωνίας 
καθώς επίσης και των προσφερόμενων υπηρεσιών, όπως είναι η διάδοση 
των πληροφοριών, οι κοινωνικοπολιτιστικές δραστηριότητες, η διευθέτηση 
των αιθουσών και η υποδοχή των συμμετεχόντων. 

Προοριζόμενο κυρίως για τους επαγγελματίες οργανωτές συνεδρίων, το 
έργο αυτό έχει ως φιλοδοξία να αποπειραθεί μια πρώτη απογραφή σε 
εννέα γλώσσες των όρων που χρησιμοποιούνται στον τομέα αυτό 
παραθέτοντας τους σχετικούς ορισμούς, με σκοπό την εναρμόνιση της 
χρήσης τους. 

Η συμμετοχή ειδικών της IAPCO, διερμηνέων και αρμόδιων υπηρεσιών της 
SCIC, καθώς επίσης και ορολόγων της Μεταφραστικής Υπηρεσίας της 
Επιτροπής, επέτρεψε τη διενέργεια μιας ευρείας επισκόπησης αυτού του 
διαρκώς εξελισσόμενου τομέα. Οποιαδήποτε πρόταση για τη βελτίωση της 
παρούσης εκδόσεως θα είναι ευπρόσδεκτη. 
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C O R P U S 

English 

français 

deutsch 

español 

italiano 

Nederlands 

dansk 

português 

ελληνικά 

12 



CONTENTS 

Entry nos. Page nos. 

Functions 

Finances 

Registration 

Types of meeting 

Meeting management 

Meeting venues: room setup and equipment 

Technical equipment 

Translation and interpreting 

Documents: printing and publishing 

Press and public relations 

Exhibitions 

Social and cultural activities 

Transport, hotel accommodation and catering 

Alphabetical Indexes 

English index 

Index français 

Deutscher Index 

Indice español 

Indice italiano 

Nederlandse index 

Dansk register 

índice português 

Ελληνικό ευρετήριο 

3-56 
57-101 

102-117 
118-158 
159-179 
180-245 
246-320 
321-345 
346-425 
426-442 
443-511 
512-541 
542-602 

15-33 
33-48 
48-53 
54-67 
68-74 
75-96 

97-121 
122-130 
130-156 
156-162 
162-185 
185-195 
195-215 

219-287 
219-227 
229-236 
237-242 
243-249 
251-258 
259-264 
265-270 
271-277 
279-287 

13 



Terms are presented in the following order: 

English (EN) 

French (FR) 

German (DE) 

Spanish (ES) 

Italian (IT) 

Dutch (NL) 

Danish (DA) 

Portuguese (PT) 

Greek (EL) 
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Conference Terminology 

1 EN meeting industry terminology; congress market terminology; 

meeting planning terminology 

FR terminologie du marché des congrès; terminologie de l'industrie des 

congrès 

DE Kongressgeschäft-Terminologie; Tagungs- und Messewesen-

Terminologie 

ES terminología de congresos 

IT terminologia congressuale 

NL congresterminologie 

DA møde- og konferenceterminologi 

PT terminologia da indústria de congressos 

EL ορολογία συνεδρίων· ορολογία οργάνωσης συνεδρίων 

2 ΕΝ meeting industry 
FR marché des congrès; industrie des congrès 

DE Kongressgeschäft 

ES industria de congresos 

IT industria dei congressi 

NL congresindustrie 

DA møde- og konferenceindustri 

PT indústria de congressos 

EL οργάνωση συνεδρίων 

3 EN executive committee 
FR comité exécutif 

DE Exekutivausschuss,· Vollzugsausschuss 

ES comité ejecutivo; comisión ejecutiva 

IT comitato esecutivo 

NL uitvoerend comité 

DA forretningsudvalg; eksekutivkomité 

PT comité executivo; comissão executiva 

EL εκτελεστ ική επιτροπή 

Group of people who decide the strategies and policies to be implemented by 
the organizing committee. 
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Conference Terminology 

4 EN management committee 

FR comité de direct ion; comi té de gestion 

DE geschäftsführender Ausschuss; Verwaltungsausschuss 

ES comité de d i rección; comi té de gestión 

IT comitato di gestione 

NL beheercomité; comité van beheer; bestuurscomité 

DA forvaltningskomité 

PT comité de gestão; comité de direcção 

EL διαχειριστική επιτροπή 

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

5 EN steering committee 

FR comité directeur 

DE Vorstand; Lenkungsausschuss 

ES comité directivo; comisión directiva 

IT comitato direttivo 

NL leidinggevend comité; stuurgroep 

DA styringsgruppe 

PT comissão directiva 

EL διοικούσα επιτροπή 

Croup which decides on the order of the proceedings. 

6 EN organizing committee; arrangements commit tee 

FR comité d'organisation; comi té organisateur 

DE Veranstaltungsausschuss; Organisationskomitee 

ES comi té organizador; comisión organizadora 

IT comitato organizzatore 

NL organisatiecomité 

DA organisationsudvalg; organisationskomité 

PT comité organizador; comissão organizadora 

EL οργανωτική επιτροπή 

Croup of people who carry out the strategies and policies established for the 
organization of an event. 

16 



Conference Terminology 

7 EN co-ordinating committee; co-ordination commit tee 

FR comité de coordination 

DE Koordinierungsausschuss 

ES comité de coordinación; comisión coordinadora 

IT comitato di coordinamento 

NL coördinerend comité; coördinatiecomité 

DA koordinationsudvalg; koordinationskomité 

PT comité de coordenação; comissão coordenadora 

EL συντον ιστ ική επ ιτροπή 
Committee in charge of co-ordinating the organization of the event. 

8 EN finance committee 
FR comité financier 

DE Finanzausschuss 

ES comisión económica 

IT commissione finanziaria; commissione delle finanze 

NL financieel comité 

DA økonomiudvalg 

PT comité financeiro; comissão financeira 

EL οικονομική επιτροπή 

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

9 EN advisory committee; consultative commit tee 
FR comité consultatif 

DE beratender Ausschuss; Beratungsausschuss 

ES comité de asesores; comisión asesora 

IT comitato consultivo 

NL raadgevend comité 

DA rådgivende udvalg; rådgivende komité 

PT comité consultivo; comissão consultiva 

EL συμβουλευτ ική επ ιτροπή 

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

10 EN scientific committee 

FR comité scientifique 

DE wissenschaftlicher Ausschuss 

ES comité científico; comisión científica 

IT comitato scientifico 

NL wetenschappelijk comité 

DA videnskabelig komité; videnskabeligt udvalg 

PT comité científico; comissão científica 

EL επιστημονική επιτροπή 

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. 

11 EN standing committee 
FR comité permanent 

DE ständiger Ausschuss 

ES comité permanente; comisión permanente 

IT commissione permanente 

NL permanent comité 

DA stående udvalg 

PT comissão permanente 

EL μόνιμη επιτροπή 

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

12 EN ad hoc committee; special committee 
FR comité ad hoc 

DE ad-hoc-Ausschuss 

ES comisión especial 

IT commissione ad hoc 

NL ad-hoc-comité 

DA ad hoc-udvalg 

PT comité ad hoc 

EL επιτροπή ad hoc· ειδική επιτροπή 

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

13 EN subcommit tee 

FR sous-comité 

DE Unterausschuss 

ES subcomité; subcomisión 

IT sottocomitato; sottocommissione 

NL sub-comité; sub-commissie 

DA underudvalg 

PT sub-comité; sub-comissão 

EL υποεπιτροπή 

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. 

14 EN commit tee of honour 
FR comi té d 'honneur 

DE Ehrenkomitee 

ES comisión de honor; junta de patronato 

IT comitato d'onore 

NL erecomité 

DA æreskomité 

PT comissão de honra 

EL επίτιμη επιτροπή 

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

15 EN local commit tee 
FR comi té local 

DE örtliches Komitee 

ES comité local; comisión local 

IT comitato locale 

NL plaatselijk comité 

DA lokaludvalg 

PT comité local 

EL τοπική επιτροπή 

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

16 EN local organizing committee; local arrangements commit tee 

FR comi té organisateur local; comité d'organisation locale 

DE örtl iches Organisationskomitee; ört l icher Organisationsausschuss 

ES comi té organizador local; comisión organizadora local 

IT comitato organizzatore locale 

NL plaatselijk organisatiecomité 

DA lokalt organisationsudvalg; lokal organisationskomité 

PT comité organizador local 

EL τοπική οργανωτική επιτροπή 

Group of people with specific expertise on the locality and facilities of a given 
area. 

17 EN committee on the verification of credentials; credentials 
committee 

FR commission de vérification des pouvoirs 

DE Mandatsprüfungsausschuss; Vollmachten-Prüfungsausschuss 

ES comisión de credenciales 

IT commissione per la verifica dei poteri 

NL commissie voor het onderzoek van de geloofsbrieven 

DA udvalg til godkendelse af akkreditiver 

PT comissão de verificação de poderes 

EL επιτροπή ελέγχου εντολής· επιτροπή ελέγχου διαπιστευτηρίων 

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

18 EN paper review board; paper selection committee 
FR comité de lecture 

DE Vortrags-Auswahlkomitee 

ES comité de selección de ponencias; comisión de selección de 

ponencias 

IT comitato per la selezione delle relazioni 

NL selectiecommissie; selectiecomité 

DA udvælgelseskomite 

PT comissão de selecção de comunicações 

EL συμβούλιο αξιολόγησης ανακοινώσεων· επιτροπή επιλογής 
ανακοινώσεων 

Committee which assesses submitted papers to decide which are suitable for 
presentation and allocates them to appropriate sessions. 
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19 EN chairman; president; chairwoman 

FR président(e) 

DE Präsident; Vorsitzende(r) 

ES presidente 

IT presidente 

NL voorzitter 

DA formand; forkvinde 

PT presidente 

EL πρόεδρος· προεδρεύων 

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

20 EN co-chairman; co-president 
FR co-président 

DE Mitvorsitzender; Kopräsident; stellvertretender Vorsitzender 

ES copresidente 

IT copresidente 

NL mede-voorzitter 

DA medformand 

PT co-presidente 

EL συμπρόεδρος· συμπροεδρεύων 

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

21 EN secretary-general 
FR secrétaire général 

DE Generalsekretär 

ES secretario general 

IT segretario generale 

NL secretaris-generaal 

DA generalsekretær 

PT secretário-geral 

EL γενικός γραμματέας 

Permanent head of the general organization. 
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22 EN executive secretary 

FR secrétaire exécutif 

DE Exekutivsekretär 

ES secretario ejecut ivo; secretario de organización 

IT segretario esecutivo 

NL uitvoerend secretaris 

DA eksekutivsekretær 

PT secretário executivo 

EL εκτελεστικός γραμματέας 

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

23 EN permanent office 
FR mandat permanent 

DE ständiges Mandat 

ES cargo permanente 

IT carica permanente 

NL permanent mandaat 

DA fast stilling; fast mandat 

PT cargo permanente 

EL μόνιμη εντολή 

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

24 EN professional conference organizer; PCO; meeting planner 
FR organisateur professionnel de congrès 

DE Kongressfachmann 

ES organizador profesional de congresos; profesional de organización de 

congresos 

IT organizzatore professionale di congressi 

NL professioneel congresorganisator 

DA professionel konferencearrangør 

PT organizador profissional de congressos 

EL επαγγελματίας οργανωτής συνεδρίων 

Company or individual professionally engaged in organizing conferences. 
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25 EN adviser; counsellor; advisor 

FR conseiller 

DE Berater 

ES asesor; consejero 

IT consulente; consigliere 

NL raadsman; consulent 

DA rådgiver; konsulent 

PT consultor 

EL σύμβουλος 

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

26 EN convener; convenor 

FR responsable des convocations 

DE einladende Stelle 

ES responsable de las convocatorias 

IT responsabile delle convocazioni 

NL verantwoordelijke voor de uitnodigingen 

DA mødeindkalder 

PT responsável pelas convocações 

EL υπεύθυνος γ ια τη σύγκληση των συνέδρων 

Member of committee in charge of convening participants. 

27 EN conference administrator 

FR coordinateur et responsable de la conférence 

DE Konferenzleiter; Konferenzkoordinator 

ES coordinador de la conferencia 

IT supervisore del convegno 

NL congresleider 

DA konferencekoordinator 

PT coordenador da conferência 

EL υπεύθυνος συνεδρίου 

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

23 



Conference Terminology 

28 EN administration 

FR administrat ion; intendance 

DE Verwaltung 

ES administración 

IT amministrazione; gestione 

NL administratie 

DA administration; ledelse 

PT administração 

EL διοίκηση 

Organization and management. 

29 EN council; board; governing board 
FR conseil d'administration 

DE Verwaltungsrat; Aufsichtsrat 

ES consejo de administración 

IT consiglio d'amministrazione 

NL raad van beheer 

DA bestyrelse 

PT conselho de administração 

EL διοικητικό συμβούλιο 

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

30 EN (executive) board 
FR bureau 

DE Vorstand 

ES consejo de d i rección 

IT consiglio direttivo 

NL bureau 

DA direktion 

PT conselho 

EL προεδρείο 

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

24 



Conference Terminology 

31 EN organizing secretariat 

FR secrétariat organisateur 

DE Sekretariat 

ES secretaría de organización 

IT segreteria organizzativa 

NL secretariaat v.d. organisatie 

DA konferencesekretariat 

PT secretariado organizador 

EL οργανωτική γραμματεία 

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

32 EN hostess 

FR hôtesse 

DE Hostess 

ES azafata 

IT hostess 

NL hostess 

DA værtinde 

PT hospedeira 

EL χόστες 

Person employed on a temporary basis to work on staff registration and 
information desks or in meeting rooms at a conference and generally assist 
delegates. 

33 EN guide 
FR guide 

DE Reisebegleiter; Reiseleiter; Fremdenführer 

ES guía 

IT guida 

NL reisleider; gids 

DA rejseleder; guide 

PT guia 

EL ξεναγός 

Person accompanying a tour and giving detailed knowledge of places of 
interest. 
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34 EN transport officer; transport coordinator 

FR responsable des transports; coordinateur des transports 

DE Transportkoordinator 

ES jefe de transportes; coordinador de transportes 

IT responsabile dei trasporti; coordinatore dei trasporti 

NL transport coordinator; verantwoordelijke vervoer 

DA transportkoordinator 

PT responsável pelos transportes; coordenador dos transportes 

EL υπεύθυνος μεταφορών· συντονιστής μεταφορών 

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

35 EN scientific secretariat 
FR secrétariat scientifique 

DE wissenschaftliches Sekretariat 

ES secretaría científica 

IT segreteria scientifica 

NL wetenschappelijk secretariaat 

DA videnskabeligt sekretariat 

PT secretariado científico 

EL επιστημονική γραμματεία 

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

36 EN honorary secretary 

FR secrétaire honoraire 

DE ehrenamtl icher Sekretär 

ES secretario honorar io 

IT segretario onorario 

NL honorair secretaris; eresecretaris 

DA æressekretær 

PT secretário honorário 

EL επίτιμος γραμματέας 

Voluntary (unpaid) member of the committee responsible for recording 
decisions and keeping records of discussions. 
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37 EN honorary chairman; honorary president 

FR président d 'honneur 

DE Ehrenpräsident; Ehrenvorsitzender 

ES presidente de honor 

IT presidente onorario 

NL erevoorzitter 

DA ærespræsident; æresformand 

PT presidente honorário 

EL επίτιμος πρόεδρος 

Either a person chairing a conference 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. 

38 EN chairperson; chairman; chairwoman; chair 
FR président(e) de séance 

DE Vorsitzende(r) 

ES presidente de la sesión 

IT presidente (di seduta/sessione) 

NL voorzitter 

DA formand; dirigent; mødeleder; ordstyrer 

PT presidente da sessão 

EL πρόεδρος· προεδρεύων 
Person selected to preside over a session or lead a committee. 

39 EN vice-chairman 

FR vice-président de séance 

DE stellvertretender Vorsitzender 

ES vicepresidente (de la reunión) 

IT vice presidente (di seduta/sessione) 

NL vice-voorzitter 

DA næstformand 

PT vice-presidente (da sessão) 

EL αντιπρόεδρος 

Person selected to deputize for, or assist, the chairman in controlling and 
managing either a committee or a conference session. 
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40 EN speaker; lecturer 

FR orateur; conférencier 

DE Redner; Vortragender 

ES ponente; conferenciante 

IT oratore; conferenziere 

NL spreker 

DA taler; foredragsholder; forelæser 

PT orador; conferencista 

EL ομιλητής 

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

41 EN invited speaker 

FR orateur invité 

DE Gastreferent 

ES ponente invitado 

IT oratore esterno 

NL uitgenodigde spreker 

DA gæstetaler; gæsteforelæser 

PT orador convidado 

EL προσκεκλημένος ομιλητής 

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

42 EN keynote speaker 
FR orateur principal 

DE Hauptredner 

ES ponente principal 

IT relatore di base 

NL hoofdspreker; keynote speaker 

DA hovedtaler 

PT orador principal 

EL κύριος ομιλητής 

Speaker who sets forth the theme of the meeting. 
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43 EN contributor 

FR auteur d'une communication 

DE Referent 

ES autor de una comunicación 

IT autore (di una relazione o altro) 

NL auteur van een bijdrage 

DA bidragyder 

PT autor de uma comunicação 

EL συγγραφέας ανακοίνωσης 

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

44 EN moderator 
FR modérateur 

DE Moderator 

ES moderador 

IT moderatore 

NL moderator 

DA ordstyrer 

PT moderador 

EL συντονιστής 

Person who presides over panel discussions and forums. 

45 EN discussion leader 

FR animateur (de discussion) 

DE Diskussionsleiter 

ES animador 

IT coordinatore del dibattito 

NL discussieleider 

DA diskussionsleder 

PT animador (do debate) 

EL συντονιστής συζήτησης 

Person who introduces topic of discussion and controls the discussion in the 
group. 
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46 EN floor speaker; person speaking/who spoke f rom the floor; 

discussant (US) 

FR intervenant 

DE Diskussionsteilnehmer 

ES ¡nterviniente; persona del públ ico que interviene en el debate 

IT partecipante alla discussione 

NL deelnemer aan de discussie 

DA diskussionsdeltager; debattør 

PT participante no debate 

EL παρεμβαίνων 

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

47 EN presenter 
FR présentateur 

DE Präsentator 

ES presentador 

IT presentatore 

NL presentator 

DA præsentator 

PT apresentador 

EL παρουσιαστής 

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

48 EN rapporteur 
FR rapporteur 

DE Berichterstatter 

ES relator 

IT relatore 
NL rapporteur; verslaggever 
DA referent 
PT relator 
EL εισηγητής 

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

FR porte-parole 

DE Sprecher(in); Wortführer(in) 

ES portavoz 

IT portavoce 

NL woordvoerder 

DA talsmand; ordfører 

PT porta-voz 

EL εκπρόσωπος 

Person who speaks on behalf of a group. 

50 EN participant 

FR participant; congressiste 

DE Teilnehmer 

ES participante; congresista; asistente 

IT partecipante; congressista 

NL deelnemer 

DA deltager 

PT participante; congressista 

EL συμμετέχων· σύνεδρος 

Person taking part in the activities of a congress. 

51 EN delegate 

FR délégué 

DE Delegierter 

ES delegado 

IT delegato 

NL afgevaardigde 

DA delegeret 

PT delegado 

EL αντιπρόσωπος 

Voting representative at a meeting. 
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52 EN delegation 

FR délégation 

DE Delegation 

ES delegación 

IT delegazione 

NL delegatie 

DA delegation 

PT delegação 

EL αντιπροσωπεία 
Representatives of a particular country or organization at a meeting. 

53 EN observer 
FR observateur 
DE Beobachter 
ES observador 

IT osservatore 
NL waarnemer 
DA observatør 

PT observador 

EL παρατηρητής 

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

54 EN accompanying person; companion; attendee (US) 

FR personne accompagnante; accompagnateur 

DE Begleitperson 

ES acompañante 

IT accompagnatore 

NL begeleidend persoon 

DA ledsager 

PT acompanhante 

EL συνοδός 

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

FR hôte 

DE Gastgeber 

ES anfitrión 

IT organismo ospitante 

NL gastheer 

DA vært 

PT anfitrião 

EL οργανωτής 

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

56 EN host country 

FR pays hôte; pays d'accuei l 

DE Gastland; gastgebendes Land 

ES país anfitr ión 

IT paese ospitante 

NL gastland 

DA værtsland 

PT país anfitrião 

EL οργανώτρια χώρα 

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

57 EN financial procedures 

FR procedures financières 

DE Finanzverfahren 

ES modo de financiación 

IT procedure finanziarie 

NL financiële procedure 

DA økonomiprocedurer 

PT procedimentos financeiros 

EL οικονομικές διαδικασίες 

Outline of accounting and banking techniques. 
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58 EN estimate 

FR devis 

DE Kostenvoranschlag 

ES prevision de gastos 

IT preventivo 

NL bestek; raming 

DA overslag 

PT estimativa; orçamento 

EL εκτ ίμηση 

Preliminary calculation of the cost of work to be undertaken. 

59 EN budget 
FR budget 
DE Budget; Finanzhaushalt 

ES presupuesto 
IT bilancio preventivo; bilancio di previsione; budget 

NL begroting; budget 

DA budget 
PT orçamento 

EL προϋπολογισμός 

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

60 EN phased budget 
FR budget par phases 
DE aufgeschlüsselter Finanzhaushalt 

ES plan de gastos 

IT bilancio di previsione a fasi programmate 

NL planmatige begroting 

DA likviditetsbudget 

PT previsão de "cash-flow" 

EL προϋπολογισμός κατά φάσεις 

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

FR établissement des coûts 

DE Kostenberechnung 

ES valoración de costos 

IT determinazione dei costi; valutazione dei costi 

NL kostenberekening 

DA udgiftsberegning 

PT determinação dos custos 

EL κοστολόγηση 

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

62 EN cost control 

FR controle des coûts 

DE Kostenkontrolle 

ES control de gastos; control presupuestario 

IT controllo dei costi 

NL kostenbeheer 

DA omkostningskontrol 

PT controlo de custos 

EL έλεγχος δαπανών 

Process of maintaining levels of expenditure within budget headings. 

63 EN expenditure; expenses 

FR dépenses; frais 

DE Ausgaben 

ES gastos 

IT uscite; spese 

NL uitgaven 

DA udgifter 

PT despesas 

EL δαπάνες· έξοδα 

Money paid out. 
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64 EN income 

FR recettes 

DE Einnahmen 

ES ingresos 

IT entrate 

NL ontvangsten 

D A indtægter 

PT receitas 

EL έσοδα 

Money received. 

65 EN statement of income and expenditure 

FR état des recettes et dépenses 

DE Aufschlüsselung der Einnahmen und Ausgaben 

ES estado de ingresos y gastos 

IT situazione finanziaria; stato delle entrate e delle uscite 

NL staat van ontvangsten en uitgaven; financieel overzicht 

DA opgørelse over indtægter og udgifter; regnskab 

PT balanço de receitas e despesas 

EL κατάσταση εσόδων κ α ι εξόδων 

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

66 EN final statement of account; final accounts 
FR décompte définitif; déclaration finale de l'état comptable 

DE Schlussabrechnung 

ES balance final 

IT bilancio finale; bilancio di chiusura 

NL financieel eindoverzicht 

DA endeligt regnskab 

PT balanço final 

EL τελ ική κατάσταση λογαριασμών 

Statement of income and expenditure following the end of an event. 
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67 EN financial report 

FR rapport financier 

DE Finanzbericht 

ES informe económico 

IT rapporto finanziario; relazione finanziaria 

NL financieel verslag 

DA økonomirapport 

PT relatório financeiro 

EL οικονομική έκθεση 

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

68 EN treasurer 
FR trésorier 

DE Schatzmeister 

ES tesorero 

IT tesoriere 

NL penningmeester; thesaurier 

DA kasserer 

PT tesoureiro 

EL ταμίας 

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

69 EN auditor 
FR commissaire aux comptes 
DE Rechnungsrevisor; Rechnungsprüfer 

ES auditor 

IT revisore dei conti 

NL controleur 

DA revisor 

PT revisor de contas; auditor 

EL οικονομικός ελεγκτής 

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

FR signature autorisée 

DE autorisierte Unterschrift 

ES firma autorizada 

IT firma autorizzata 

NL geautoriseerde handtekening 

DA befuldmægtiget underskrift; retsgyldig underskrift 

PT assinatura autorizada 

EL εξουσιοδοτημένη υπογραφή 

Signature of person(s) with authority to charge to facility master account, to 
guarantee payment, and to contract for space, services and supplies. 

71 EN commitment authorization 

FR autorisation d'engagement 

DE Ermächtigung; Verpflichtungsermächtigung 

ES autorización de gasto 

IT autorizzazione agli impegni di spesa; autorizzazione d'impegno 

NL machtiging tot het aangaan van betalingsverplichtingen 

DA bemyndigelse til indgåelse af forpligtelser 

PT autorização de despesa 

EL έγκριση δαπάνης 

Signed authority to proceed with an item of expenditure. 

72 EN inclusive cost 

FR prix forfaitaire 

DE Pauschal kosten; Pauschalpreis 

ES precio global 

IT prezzo omnicomprensivo; prezzo globale 

NL prijs inclusief 

DA samlet pris; fast pris 

PT preço total; preço global 

EL τ ιμή κατ'αποκοπή 

One-off payment with no extra costs to be added. 
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73 EN registration fee 

FR droits d'inscription; frais d'inscription 

DE Teilnahmegebühr; Anmeldegebühr 

ES cuota de inscripción; derechos de inscripción 

IT quota di iscrizione 

NL inschrijvingsgeld; inschrijfgeld; inschrijfkosten 

DA tilmeldingsgebyr 

PT preço da inscrição 

EL δικαίωμα εγγραφής· έξοδα συμμετοχής 

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

74 EN official receipt 

FR reçu officiel 

DE offizielle Empfangsbestätigung 

ES recibo 

IT ricevuta fiscale 

NL officiële kwitantie 

DA officiel kvittering 

PT recibo oficial 

EL επίσημη απόδειξη 

Formal acknowledgement of money received. 

75 EN fee; honorarium 

FR honoraires 

DE Honorar 

ES honorarios 

IT onorario; compenso 

NL honorarium 

DA honorar 

PT honorários 

EL αμοιβή 

Payment made in token of personal involvement in an event. 
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76 EN refund 

FR remboursement 

DE Rückzahlung 

ES reembolso 

IT rimborso 

NL terugbetaling 

DA godtgørelse; tilbagebetaling; refusion 

PT reembolso 

EL επιστροφή (δαπανών) 

Money repaid; can also be in the form of a "credit" or "voucher", in which 
case it has to be specified as such. 

77 EN payment authorization 

FR autorisation de paiement 

DE Zahlungsermächtigung 

ES autorización de pago 

IT autorizzazione di pagamento 

NL goedkeuring voor betaling 

DA betalingsbemyndigelse; betalingsbevilling 

PT autorização de pagamento 

EL ένταλμα πληρωμής 

Signed authority to proceed with the payment of an invoice. 

78 EN payment order 
FR ordre de paiement 

DE Zahlungsauftrag 

ES orden de pago 

IT ordine di pagamento 

NL betalingsopdracht; machtiging tot uitbetaling 

DA udbetalingsordre; betalingsordre 

PT ordern de pagamento 

EL εντολή πληρωμής 

Written authorization for payment to be made from a bank account. 
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79 EN payment on account; paying-in (US) 

FR acompte 

DE Einzahlung 

ES señal 

IT pagamento in acconto; pagamento in conto 

NL voorschot 

DA acontoindbetaling; acontobeløb 

PT pagamento por conta 

EL πληρωμή έναντι λογαριασμού 

Money received on account for payment. 

80 EN deposit 
FR arrhes 

DE Anzahlung 

ES depósito 

IT deposito 

NL aanbetaling 

DA depositum 

PT deposito; pré-pagamento 

EL προκαταβολή 

Partial payment to secure product or service. 

81 EN unsettled account 

FR compte en suspens 

DE unbezahlte Rechnung; unerledigte Rechnung 

ES pago pendiente 

IT conto non saldato 

NL onbetaalde rekening 

DA ikke udlignet konto; uindfriet regning 

PT pagamento em débito 

EL εκκρεμής λογαριασμός 

Payment for an item or service which has not been made, either in full or in 
part. 
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82 EN underpayment 

FR paiement insuffisant 

DE Unterbezahlung 

ES pago insuficiente 

IT pagamento insufficiente 

NL onvoldoende betaling 

DA utilstrækkelig indbetaling; uindfriet regning 

PT pagamento insuficiente 

EL ανεπαρκής πληρωμή 

Insufficient payment or insufficient funds for payment. 

83 EN mode of payment; method of payment 

FR mode de paiement 

DE Zahlungsmodalität 

ES forma de pago 

IT forma di pagamento 

NL wijze van betaling 

DA betalingsmåde 

PT forma de pagamento 

EL τρόπος πληρωμής 

Method of settling a bill. 

84 EN bank draft; banker's draft; bank check (US) 
FR chèque (bancaire) 

DE Bankscheck 

ES cheque bancario; talón 

IT assegno bancario; assegno circolare 

NL bankcheque 

DA bankanvisning 

PT cheque bancário 

EL τραπεζική επιταγή 

Written authorization for the transfer of money through a bank from a 
particular account. 
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85 EN bank transfer 

FR virement bancaire 

DE Banküberweisung 

ES transferencia bancaria 

IT trasferimento bancario 

NL bankgiro; bankoverschrijving 

DA bankoverførsel 

PT transferência bancária 

EL τραπεζική μεταφορά 

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

86 EN electronic payment 
FR paiement électronique 

DE elektronische Zahlungsanweisung (per EDV) 

ES pago electrónico; telepago 

IT sistema elettronico di pagamento 

NL elektronische betaling 

DA elektronisk betaling 

PT telepagamento; meios electrónicos de pagamento 

EL ηλεκτρονική πληρωμή 

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

87 EN convertibility 
FR convertibilité 

DE Konvertibilität 

ES convertibilidad 

IT convertibilità 

NL convertibiliteit 

DA konvertibilitet 

PT convertibilidade 

EL μετατρεψιμότητα 

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