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Annex:

Technical Guidelines for forwarding information material to Berlin

1. Please attach a so-called PRO FORMA INVOICE to the parcel which must contain the
following specifications:

e Name and address of your organisation, your email and/or phone number (“Shipper’s
name, address”) and date.
e« Name and address of the recipient (“Consignee’s Name and Address”):
Conference Secretariat of “Global Partners in Action”
c/o MediaCompany, Koepenicker Str. 48/49, D-10179 Berlin, Germany,
E-Mail: ngo-forum@mediacompany.com
Phone: +49 (0)30 228 88 45 323
Place of delivery of the shipment (“Handling information”):

Estrel Hotel, Sonnenallee 225, 12057 Berlin, Germany
Headword: Global Partners in Action, 2-4 Sept. 2009
e Number of pieces and nature of goods: ( x brochures etc. ) “Information material for
conference ‘Global partners in Action’
2—-4 Sept., Berlin, Germany. Not for commercial purpose. “

« Value of the goods: “0 EUR” or “0 US-D”

The above mentioned details on the goods are necessary in order to avoid customs
duties and to clarify that your information material is not for selling. The title of your
document has to be: PRO FORMA INVOICE

2. Send your information material to the following address
Estrel Hotel
Sonnenallee 225
12057 Berlin
Germany
Headword: “Global Partners in Action, 2-4 Sept. 2009 (MediaCompany)”

Please clearly label all boxes sent on the outside with the following information:
Name of your organisation

Information Bazaar

Box x of y

For further enquiry please mail to: bazaar@mediacompany.com




