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By Allan Kardec 

 
 
 
 

 
 

• “For new ideas new words are needed in order to secure clearness of 
language by avoiding the confusion inseparable from the employment of the 
same term for expressing different meanings. The words spiritual, 
spiritualist, spiritualism, have a definite acceptation; to give them a new 
one, would be to multiply the causes of amphibology, already so 
numerous.” 

 
 
• “Instead, therefore, of the words spiritual, spiritualism, we employ, to 

designate this latter belief, the words Spiritist and Spiritism to better 
designate the latter belief . ..”  

 
 
• “We say, then, that the fundamental principles of the Spiritist theory or 

Spiritism, is the relationship of the material world with Spirits, or the beings 
of the invisible world; and we designate the adherents of the Spiritist theory 
as Spiritists.”  

 
 
• “In a special sense, The Spirits’ Book contains the doctrine or theory of 

Spiritism; in a general sense, it appertains to the spiritualist school . . ..”  
 

Allan Kardec  
(“The Spirits’ Book” - Introduction – I) 
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PLANNING AND ORGANISING  
NATIONAL AND INTERNATIONAL SPIRITIST EVENTS  

A SUPPORTING MANUAL 
 
 
Introduction 
  
We do not consider this humble and unpretentious work as complete, since tasks are dealt 

with by people and people have their own knowledge and characteristics when organising 
matters or themselves. 

  
This "Manual of Support", as the title says, is a supporting tool. 
  
It is a compilation of notes and ideas aiming at facilitating the organisation and planning of 

events. To facilitate consultation we inserted a glossary and a reminiscence index at the end of 
this manual. 

  
Each team in a given situation - smaller or larger events - will plan in the best possible way 

while adapting to each specific project; to its particular need for further support, its enquiries and 
search for solutions but always aiming at improving the task.    

  
However, considering that each project involves working closely with our brothers’ opinions, 

feelings and particular way of being each experience adds to our own personal improvement. 
  
We wish our brothers and friends in these activities to amplify and adapt the information 

found in this manual to their own realities and in addition to their own experiences; subsequently 
offering subsidiary information to other friends. 

  

The most important point is to always be willing to receive further information as well as 
giving better ideas and suggestions.   “The light must be placed on the bushel from where it 
can illuminate all”. 

  
It is up to us to make our task a benefit not only to ourselves but also to the development and 

happiness of all, considering the spiritual help we have and will always have as long as we work 
together in fraternity aiming at spiritual elevation. 

Elsa Rossi 
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  A - FUNDAMENTAL PREMISS: 
  

"To only use the doctrinarian meetings as a means to initiate proximity and work 
planning.  It is better achieved if these are held in close harmony with the central and regional 
organisations responsible for the evolutionary progression of the Spiritism.  There is no order 
without discipline”. 

André Luiz - spirit. Waldo Vieira - Medium 

Extracted from the book “Spiritist Behaviour” - 

Message: In Doctrinarian Meetings – 13th ed. FEB 

  
B - LOGISTICS: 
  
Considering logistics in its main definition, which is to plan, to elaborate and to implement 

projects, unpretentiously we volunteer as collaborators to the “Spiritist logistics”, as we may term 
it. 

 It is important to emphasise that the first action must be to create commissions or teams, 
responsible for the several tasks that will appear during the project, to support the event’s 
realisation. 

 " The volition to choose as representatives of entities and institutions, during the 
debates, people that are willing to collaborate and are also competent in the chosen 
doctrinarian objectives. 

Aptitude to serve is half-way to success”. 
André Luiz - spirit. Waldo Vieira - Medium 

Extracted from the book  “Spiritist Behaviour” - 

Message: In the Doctrinarian Meetings– 13th
 ed. FEB 

  
The teams’ coordination is to be executed by the Organising Entity or by the people 

appointed by such.   Wherever possible, it is recommended to involve at least one person from 
each Spiritist group in the teams’ formation. 

  
''A group, a team, will always be protected and strengthened, in order to dissolve the 

attacks from “those” who do not want to see the development of the project!” 
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C – PLANNING STRATEGY: 
ITEMS FOR PLANNING 

Forecasting and provision of financial resources 
Events 
Definition of central theme 
Target Audience 
Calendar - Choosing dates 
Location 
Speakers 
Publicity 
Didactic Material 
Activities and Supporting Material 
Recording 
Conclusion 
 
 

1. Forecasting and Provision of Financial Resources: 
"An essential point in the economics of all fore-sighting administrations is that its existence should not 

depend on products that may eventually not be available, but it must come from secure and regular 
resources in order to ensure that whatever may happen it will not be disrupted. 

" Allan Kardec - Posthumous Work -Cap. IX - Ways and Means". 

  

Many Spiritist Institutions have a large number of associates collaborating regularly.  In other 
cases, such as in the United Kingdom, France, Sweden and other European countries, there is a 
need to organise campaigns to collect funds for the events.  Such campaigns may be dinners, 
fraternal tea parties or typical Brazilian parties.   Indeed, in countries where Brazilian Spiritists 
congregate such Brazilian style parties tend to be much appreciated.  Usually two or more 
campaigns are organised throughout the year to fund future spending. 

  

“Beneficent raffles and bingos” must be seen with attention. Raffles and bingos will always 
involve competition therefore generating a subtle ambition; envy and jealousy silently sitting in the 
participants - fed by the desire to gain the “object” - clearly contradict Jesus and the Spirits teachings. 

  

In not even one of the work produced under the Spiritism doctrine there is a stimulus to 
organisations to promote raffles, bingos or any other type of lottery.   It is therefore recommended 
that such tools should be fraternally studied before adoption.   Common sense must prevail. 

  
In such cases the desired end does not justify the means used for its achievement.   It is 

preferable to organise bazaars, musical tea parties and so on, throughout the year, as well as 
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stimulating voluntary donations. Indeed, exercising creativity results in keeping a young and alert 
mind. 

  

Do not accept funds from politics.  It is worth considering that a given donation is likely to be 
charged for later on, e.g. some space within the Spiritist Centre for political publicity. 

  
"The Spiritism does not support purely earthly interests”. 

“To abstain from Governmental subsidies, of any origin, even if they are to be used in exclusively 
doctrinarian movements unless these present characteristics of social assistance.   Those who know how 

to support their own responsibilities give evidence of faith”. 

André Luiz - Spirit. Waldo Vieira - Medium 

Extracted from the book “Spiritist Behaviour” - 

Message: In doctrinarian meetings – 13th ed. FEB. 
  

Therefore, it is up to the individual to find a way to sort out the financial needs and which means 
to achieve the forecasted sum. 

   

2 Events 
 2.1 Joint Events: 
Events can be planned to be in conjunction, for instance by reuniting two or more institutions, 

from the same city or not, or even from different countries. 

  

At a lower scale, joint events can be planned amongst Spiritist Groups from the same country or 
city; e.g. creating a Spiritist Week where different tasks will involve all Spiritist Groups.   Such events 
strengthen the Spiritist movement internally by congregating, fraternising and unifying its members. 

  

2.2 Exchange Events:  
Again we mention Congresses in which occasion, after its conclusion and following a previously 

planned agenda, The International Spiritist Council promotes its annual meeting with member 
countries.  Such occasion facilitates the exchange of information needed for the development of the 
Spiritist Movement in all countries. 

  

It can also be mentioned that before and after the dates of such congresses an increase in the 
number of conferences has been observed in countries nearby, in other cities within the hosting 
country or at Spiritist Centres of the hosting city.    The organisation of simultaneous events 
stimulates the exchange of experiences amongst groups with great benefits to the Spiritist 
Movement. 

  

2.3 Types of events: 
To be decided concomitantly with the date, e.g. depending on the event it may last one to three 

days.  It is recommended to avoid titles such as, SPIRITIST DEBATE. 
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REMINDER: 

At the opening of all Spiritist events it is advisable that the coordinator or master of ceremonies 
addresses the public to remind them that the mobiles should be turned off and smoke is forbidden. 

Say the opening prayer. 

Welcome the public with a brief comment about the event. 

Introduce the speaker after a brief biography, citing the name of the translator or interpreter, 
when there is one. 

Introduce the people compounding the supporting board, citing their names and functions in the 
Spiritist movement, when there is such a panel. 

  
  

2.3.1 Congresses: 
Due to the great need for planning and the resources involved, congresses are usually held 

annually, biannually or every three years, according to the organising institution.   Usually two, three 
or more days are needed for its fulfilment. 

The expected audience is around 500 to 2,000+ people depending on the promoting country. 

  
Various expositors from different sectors of society discuss around a theme covering all of its 

aspects, propose a debate open to the audience and reach conclusions to be registered with the 
resolutions in a final document. 

In many congresses, if not in its majority, firms are contracted out to provide consultancy and 
technical support.   However, it implicates a higher level of financial resources. 

  

It is to be taken into consideration that Congresses as well as larger international events, receive 
people that may or may not be Spiritists from all continents. Finding location for the events that are 
near hotels to facilitate transportation is desirable. 

  

The Spiritist should be in charge of every aspect of the event’s organisation, which should cover 
verification of sent material, promotional material, technical material, literature, graphic material for 
printing, posters, t-shirts, badges, folders, etc. 

  

2.3.2 - Meetings: 
As understood from the name, it can be a meeting between presidents of Spiritist centres, 

Spiritist workers, Spiritist workers and sympathisers or others.  Such meeting are usually held on a 
day lasting from four to twelve hours, according to the situation. 

  

2.3.3 - Workshops: 
Workshops are used for events more focused on specific aspects of the Spiritist Doctrine.  There 

can be an enrolment fee and provision of printed material.  It is possible to have open workshops with 
no enrolment fee where printed material may or may not be provided. 
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2.3.4 - Symposiums: 
This is a meeting more focused on more technical and scientific areas, that can be organised for 

Spiritist matters.   Usually there are annals in symposiums; such material is available to the public 
after its conclusion for technical consultation. 

  

2.3.5 - Seminars: 
Seminars have their own characteristics.  Themes are presented and debated.  They may last 4, 

6 or 8 hours.  It is not a rule and may be adapted to the availability of the location and the need for a 
better elucidation of the theme.   Organisers decide on its duration in order to make the most of it. 

  

2.3.6 - Conferences: 
These are very much used by scientists, as the noun says: to confer. 

  

A meeting at which each individual has an opportunity to confer his/her knowledge exposing and 
receiving information about a specific issue. A specialist develops a specific theme within a 
previously established time.  Interruptions during expositions are not allowed and not always there is 
a debate at the end. 

  

It is applicable for Spiritist purposes when it is about a specific theme, e.g.: 
  

1. Conference about cloning according to the Spiritist view, 

2. Conference about organs donation according to the Spiritist view, 

  

Conferences do not usually have an audience that is unversed in the subject discussed; 
however, it is not an absolute rule. 

  

  

2.3.7 – Public Speeches: 
That is a simpler meeting that may organised by many Spiritist centres in only one location at the 

same event and date, for some special commemoration as the anniversary of the centre or simply as 
weekly public speeches offered by Spiritist centres. 

It is also advisable to exchange information amongst countries as amongst Spiritist groups. 

  
It is important to know or to get references about the speaker when the general public is invited. 

  

2.3.8 - Forums: 
This type of event is very much used by governmental organs in partnership with philanthropic 

institutions, such as NGOs, foundations, etc. 
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As examples we may cite, the Environmental Forum, Communications Forum, Adolescence 
Forum, etc. 

  

2.4 Conferences with Translation: 
• Provision of individual electronic equipment in the appointed language by the firm specialised in 

events. 

• Translator/ interpreter: 

-          It is of the utmost importance that the microphone used by the native language interpreter 
can be heard and is not transmitting at a lower tone than the speaker’s. 

-            

• The importance of equalising the interpreter’s voice with that of the speaker’s is due to the 
presence of recorders for the local workers who will need the material in their native language. 

• When the speaker makes a joke that provokes laughter amongst the audience it is 
recommended that the interpreter to wait a few seconds to continue translating, so those that are 
listening to the translation can also participate in the matter. 

According to observations, sometimes when the interpreter translates simultaneously to the 
speaker, the audience’s laughter is louder than the translation, therefore provoking discomfort 
amongst those listening in the native audience, which had not yet got the joke. 

• Additional care is needed so that the interpreter’s voice is not nullified by the volume in the 
speaker’s voice. 

 "There should not come out of your mouth any vile word, but only what is good for promoting and 
edifying, so it enlightens those who listen". 

Paul to the Ephesians, 4:29 

  
2.5   Conference with Sign Language: 
Our brothers that need a “differentiated translation” for comprehension must be considered.  

Those are our brothers with audio deficiency, whom in this incarnation, use sign language for 
communication. In larger events the screen is a fantastic resource, since in its inferior lateral on the 
left side an interpreter of sign language can provide those who cannot hear with a translation of the 
conference. 

To provide this service, however, planning is essential, searching for someone who would be 
qualified to translate into sign language.   It is recommended that the interpreter should also be a 
Spiritist in order to convey the message in its Spiritist essence. 

   

3. Definition of Central Topic: 
Prior to defining the central topic and sub-topics, it is important to clarify some words: Spiritist, 

Spiritist doctrine, Kardecism, Kardecist Spiritist, Christian Kardecist Spiritism, Kardecism Spiritism, 
etc.   

The study of the basic work of Allan Kardec gives us knowledge to promptly discern and diffuse 
the SPIRITIST DOCTRINE.   We are Spiritists.  The doctrine was brought about by the spirits, 
therefore, Spirits’ Doctrine or Spiritist Doctrine. 
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We, the students and practitioners, are called SPIRITISTS.  If the Doctrine were brought about 
only by Alan Kardec it would be called Kardecism.   In the booklet “Preparation of Workers for 
Spiritist Activities” provided by the International Spiritist Counsel to all countries there is a clear study 
about this matter. 

  

The definition of the central topic has two ways: 

• Theme considering the Spiritist teachings directly. 

• A general theme with a Spiritist focus. 

Organisers must be careful when choosing a central topic so that all panels are focused on the 
theme.  

  

Carefully following a criterion when choosing a central topic aims at keeping the connection 
between the main idea and the expositions presented by the invited speakers at the rostrum. 

  

Choosing extraordinary titles might make it look beautifully wrapped, at this point I ask 
forgiveness to some people, but many do not understand the meaning of such titles.  For instance,   
''SPIRITISM, THE PARADIGM OF THE MEDIATOR IN THE THIRD MILLENIUM” 

  

It is beautiful, impressive, but what does it mean? 

These are epigraphs that excessively wrap up the noble objectives of the event’ organisers.   
Unfortunately, in the majority of the cases the expositors do not even mention the central topic and 
fail to focus their speeches around such themes. 

  

''Those who do not know to which port to go, will not find a favourable wind'' (Seneca). 
A simpler central theme might open a vaster umbrella of sub-topics. 

Some examples: 

• Charity, Fraternity and Spiritism. 

• Mediumship, Yesterday, Today and Tomorrow. 

• Mediumship and Modernity. 

• Mediumship, Jesus and Contemporary Life. 

• Spiritist Doctrine and Jesus. 

• Spiritist Doctrine and the Divine Laws. 

• Resurrected Christianity. 

• World Peace and the Spiritist Doctrine. 

• Reincarnation. 
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REMINDER: 
The selection criterion for suggested themes is a difficult task requiring a careful examination 

from the commission in charge of such responsibility.  It does involve such responsibility to avoid 
doctrinarian misinformation caused by well-intentioned speakers. 

  

4. Target Audience: 
If the target audience is compounded of Spiritist workers the event’s theme will be more directed 

towards study and specific information, such as: 

• Directives for the organisation of Spiritist Centres, 

• Administration of Spiritist Centres, 

• Mediumship, 

• Fraternal Service, 

• Formation of workers for healing application, 

• Formation of doctrinarian leaders, 

• Formation of Spiritist evangelists, 

• Spiritist Social Assistance, 

• Others  according to the need of the Spiritist Centre. 

If the target public is not versed in Spiritism, such as sympathisers or curious people, then the 
chosen approach should be delivered by very prepared and experienced speakers in order not to 
shock or offend the public, ensuring that such information will be received and kept by the audience 
as a real portal where they can find the understanding and solution to their problems. 

  

 4.1 How many people do you intend to reach: 
It will depend on defining the objectives of the institution and the type of event. 

It will depend on the number of organisations and Spiritist groups. 

It will depend on the country’s Spiritist movement. 

• Congress: involves from 500 to 2,000+ people. 

• Meeting: 30, 50, and 500+ people. 

• Workshop: 30 to 200+ people. 

• Symposiums: 30, 40 to 300+ people. 

• Seminars: 10, 30 to 60 people. 

• Conferences: 20, 30 to 80+ people 

  

We got to know of Youth Meetings in Brazil reaching up to 500 people. 
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Gymnasiums with capacity for 4,000 people being completely full during public speeches 
delivered by well-known speakers, also in Brazil. 

  

The 2nd World Spiritist Congress in Lisbon, October 1998, had more than 3,000 people in its 
audience. 

  

We are happy to say that in some European countries, where the Spiritist Movement is still in its 
infancy, 300 people come to speeches of well-known speakers. 

Depending on the number of people greater attention must be paid to the choice of the location 
to ensure that the audience will be safe and comfortable during the hours they will be sitting in there. 

  

REMINDER: 
In small locations, where the rooms are not quite adequate for events, chairs might be a surprise.   

In some, chairs might be upholstered while in others these may be made of simple plastic or plain 
wood.   It would be very useful to inform the public prior to the event, whether the chairs are wooden 
or upholstered, since older people might then bring their own cushions and comfortably remain 
seated during the many hours of the event. 

  

5. Calendar—Choosing Dates: 
Before defining the dates for the events it is always very important to research whether similar events 

are happening in other countries, so that the same speakers will not be required at the same time in 
different places. 

April and October are the months when Spiritist events happen on the same dates; those 
attending one event will not participate in the other. 

  

Even when the event is national it is possible to invite known Spiritists, workers from neighbour 
countries who can collaborate with the speeches or in the event. 

  

For that the plans need to be spread out prior to the event, communicating with other national 
institutions or these in boundary countries for information exchange. 

  

A hypothetical example:  England will have a week dedicated to Kardec in the middle of October; 
France will also have a week dedicated to Kardec.   If there is a higher level of information exchange 
both events can happen on different dates, therefore enabling interested people to visit both events. 

Organising does not only happen at the material level, at the Spiritual level great works are also 
executed fortifying hearts to receive new information and discoveries as well as promoting such new 
knowledge and the growth of goodness on earth. 

  

6. Location 
The number of possible visitors needs to be taken into consideration even before choosing the 

location for the event.  
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For each type of event there will be a search for a correspondent location.    

Using a small location for an event with a large number of visitors disrespect security and safety 
laws; on the other hand using large locations for events but without an adequate marketing effort 
would bring some 10 people whereas 150 people could be easily accommodated.  

   

6.1 Choosing a Location: 
The location for the event should be chosen with enough time in advance, whenever possible.   

In many cases, places are booked one year earlier aiming at equilibrating the relationship 
cost/benefit.   

 In occasions where the decision is taken in a shorter period of time to the event, there is a 
strong risk of dispending more financial resources and yet not finding the optimum location.  

In places where various rooms are rented for different exhibitions at the same time, it is important 
to find out whether at the time when the Spiritist event will happen there will not be a dancing class or 
drama lessons booked in a room nearby.  

  

6.1.1 Criteria for choosing the location: 

• Whether the event will happen on the ground floor or on any of the floors above. 

• Ιf it is to be on higher floors:  check the existence of lifts or access for the disabled people who 
cannot use common stairs, e.g. people with walking problems or in a wheelchair?  

•  Emergency Exits:  in many places the emergency exits are blocked or locked up. 

•  Facilities in which  people can move around easily.  

• Toilets. 

•  Nearby underground and bus stations. 

• It is better to choose locations in a central area, well known and within easy access for all.  
  

6.2 Needed Operations: 
It is important that the Spiritist Doctrine’s reputation be taken into consideration as emphasised in 

our works therefore all our attention should be focussed on organising the best possible event / 
function.  

  

When it is a task that involves responsibilities with a greater number of people it is always 
important to check all possibilities, all key points where something unexpected could happen and to 
have contingency plans.  

  

6.2.1 – Some Suggestions: 
For each and every particular event, all that is written in here must be checked as well as many 

other items that will be added.  

·Number of Seats. (plastic or upholstered chairs or other) 
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·Availability of extra seats. 

·Space for wheelchairs. 

·Microphones, pedestal or lapel: must be tested prior the audience’s arrival.  

·Tripod on the rostrum: (place on the lateral where the speaker can rest papers. 

·Lighting over the rostrum. 

·Ambient reproduction and amplification of sound. 

·Ventilation or heating in the location. 

·Emergency exits. 

·Easiness for people’s movement around the place.  

·Toilets, including those for people with special needs. 

·Choose a location where lost property can be handed in and reminders can be announced in a 
microphone.   

  

6.2.2 - Arrangements: 
·Desk on the rostrum: Not very long neither small, medium size.  

·If the desk is smaller than the number of members of the supporting board; more chairs can be 
added around it in a semi-circle.  

·Floral arrangements: Simple and of low height. The audience need to see who is delivering the 
speech. 

• Water: 

- Individual glasses of mineral water are the most recommended ones. 

- Bottles of water are long, obscure the speakers and can easily be knocked down from the table.  

- Crystal or glass jars are very decorative, but should not be too big or heavy.  It is advisable to 
use smaller, lighter ones that are easy to handle.  

- Glasses-1: If made of crystal, glass or plastic must be of low height, rigid and transparent. 

- Glasses-2: Avoid using disposable glasses since in ventilated places those can fly moved by 
the breeze of the ventilators; these are not easy to handle and when handled may generate noises 
and discomfort.    

• Tablecloth: Avoid the mystified and mythic white tablecloth. 

To be pleasing to everybody’s eyes the tablecloth must cover the whole front of the table 
otherwise it gives the impression of “having shrunk”.  Sometimes a large flat sheet of bed linen in a 
discreet colour might as well do the job effectively.    

• In many events where a long table, with many microphones on it, is not covered with any 
tablecloth, the layout of a semi-circle wooden table can already be very decorative.  

   

7. Speakers: 
It is convenient to explain the etymologic meaning of the word “palestrista”. It comes from the 

Greek palaistrites, person who frequented the gymnasiums in Greece and Rome.   Therefore, some 
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people that present the speaker, referring to this person, as a “palestrista” ( audience) will be making 
an inappropriate use of the word since it is the audience who listens or participates in a lecture.   

   
7.1 When choosing the speakers: 
Well-known speakers should be booked with a year in advance.  

  

Larger events usually require the presence of many speakers, most of them unknown to the 
organisers, on such occasions it is necessary to ask the speakers to send the material which they are 
presenting presentation’s material at least 6 months prior to the event. It enables the organisers to 
have such material revised in time for any contingency plans, and therefore secure that the 
information presented to the public in such events is accurate and relevant.  

  

Usually a well-known speaker that does not belong to the local Spiritist movement is invited for 
the opening and closing of local events.   However, it is important to value speakers from the local 
Spiritist Movement so those can gain experience in speaking to larger audiences as well as to show 
their developed work.   

Frequently talented people with speech and Spiritist knowledge cause surprise within their own 
Spiritist community, which was not aware of their talents. 

  

In Europe, a greater number of speakers from Europe but also from other Continents have been 
moving around.   

  

Although it is all very positive, newer Spiritist groups must look for information with “older” groups 
to avoid offering their rostrums to people, whom in spite of their good intentions and calling 
themselves Spiritists, do not study.  

  
Those will discuss the Mary’s virginity, the gender of angels, proffer predictions, offer 

consultations and end up denigrating the Spiritist Movement within the country that invited them.    

  

7.2 Speakers’ Didactic Needs: 
The communication channel between the team in charge of the event and the speaker must be 

clear, objective and cover as much issues as possible.  For instance: 

What is the material or equipment needed by the speaker?  

  

Is there a preference for a certain type of material/equipment or maybe the speaker is already 
used to a certain type? eg. nowadays slide presentations can be made via a computer or the 
traditional projector.  

  

Are there any other didactic needs to support the speaker’s presentation and that can be 
delivered to the event in time?  
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Different makes or types of equipment; whether there will be other person in charge of the 
equipment, e.g. to change the slides at the appropriate times during the speakers’ exposition.  

  
REMINDER (EXTRA SUPPORT): 

In larger events, where there are many sub-themes for which unknown speakers are invited to, it 
is important to ask for the presentation guide lines with at least 6 months in advance in order to 
enable the event’s organiser to have it revised in time.   

  
7.3 Accommodation for invited Speakers: 
A detailed planning for the accommodation of the invited speakers is extremely important.  

Open dialogue is a start since the organising institution needs to know whether: 

• The speaker will come using with his/hers own resources?  

• The organising institution will cover all expenses? 

  

In the latter case: 

• Air tickets, 

•  Trains, underground and bus fares. 

•  Hotel expenses. 

•  Taxis fares, depending on location and time. 

•  Meals. 

•  International phone calls. 

• Airport pick-up service: Arrival and Departure: 

- How many people will come with the speaker? 

- Who are they? (Will they mind being accommodated in private houses?) 

•  Pick them up at the hotel to the place of the activities. 

• Designate people to accompany the guests after the activities.  

• Should that be the same person every day? 

• Or different people? 

• By car? etc. 

  

REMINDER: 
It has been observed that international and national events require a high level of financial 

resources; considering the need for air or train tickets, the prices of accommodation for speakers and 
the other people involved as well as the artistic investments.     
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There have been more acknowledgements of these issues and a consequent willingness to offer 
the work without onus to the organising institution.    In any case, communication and planning in 
advance are the safest ways to achieve better commitments.    

   

 

 

7.4 Transportation: 
It is important to consider in advance how the speaker will get to and return from the event’s 

place.  Whether it will be by car (if holder of a valid driving licence) or will it be necessary to allocate 
someone to pick up the speaker at the airport or station.    

  

In case the speaker is financing his/her own trip, it is necessary to check whether the speaker is 
familiar with the trajectory.  

  

8. Publicity: 
A reminder that the word publicity means, “to make it public” and the word divulgation originates 

from the Latin “vulgare”, “vulgo” which means “popular”, this item is of great importance to publicise 
the Spiritist Doctrine.  

  

8.1 Doctrinarian Conditions: 
Novices of at the Spiritist Doctrine have plenty of good will, enthusiasm and willingness to help, 

however good intentions are not enough.    

  

For instance, a certain organisation happily accepted the collaboration of a young woman who 
had recently discovered the Spiritist doctrine.   The young woman offered herself to do the posters 
that should be attached to the Editorial of 2 Spiritist Centres for the next internal event. 

  

The President of one of the Spiritist Centres offered himself to provide the contents for the 
posters.      On the day the posters were supposed to be attached, for the surprise of all, the 
doctrinarian contents were perfect but the illustration in the posters were anti-doctrinarian, 
compounded of angels with wings, horns and a crucifix with a rosary.  The illustrations clearly 
showed the strong religious roots of the well intentioned volunteer, but also her lack of knowledge 
about the main principles of the Spiritist Doctrine.    This young woman’s potential and good will could 
not be wasted.  Using tactful and careful explanations it was then explained to her why such 
symbolisms are not used in the Spiritist Doctrine.  

  

It is advisable to pay closer attention when teaching and stimulating volunteers, especially those 
who are now joining the Centre.  Even when people say they have many and many years 
“frequenting” a Spiritist Centre, it may not represent “study and knowledge”.  

 Repairing and changing a given situation is much harder than reviewing in advance - as a team 
– tasks offered to those that have not yet created strong basis in the work and Spiritist studies.  
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Once the precautions to avoid such situations are taken, planning the event tends to follow its 

natural course.  

When few people execute lots, care should be doubled.   In most activities it is seen that the 
same people take charge of everything for fear of losing their places, and in this way close the 
opportunities that others may appreciate to enter such circle of tasks.    Those entitle themselves as 
Presidents, Coordinators, Directors, Managers, etc., while the others do very little since they are only 
allowed to undertake little tasks, and even then only sometimes.  

  

While such a situation lasts the potential workforce not being valued or prepared and 
opportunities not given to those who want to contribute – the Spiritist movement tends to progress 
slowly.   Although not stagnating, it is still not achieving its true potential for along the path the planet 
Earth still waits to gain the level of a planet of regeneration.    

  

It is important to form and enable people to assume more and more tasks tomorrow.   This is 
renewal within a fraternal pace.  It is a school to prepare administrative-Spiritists that happens 
naturally.    

  

When the technical and the academic parts are associated to the Spiritist worker, then we can 
say that we have a winning combination.   A real Spiritist worker with the added value of the technical 
support offered.  

 

8.2 Events Divulgation: 
A popular say mentions: the “Propaganda is the soul of business” 

•   How should an event be publicised? 

By means of posters, banners, websites, e-mails, folders, brochures. 

• Through which channels? 

Internet, Newspapers, TV, Radios, Magazines, Bulletins. 

•  Where should an event be publicised? 

Distributing leaflets, attaching posters in the Spiritist centres, universities, supermarkets, schools, 
trains stations, underground and bus stations, hospitals, libraries, bookshops (with previous 
authorisations of the organ or department in charge).  

•  Should mail shots be used? 

Individual invitations sent by post require: names, addresses, addressed envelopes, stamps, etc. 

  

REMINDER: 
Contact editors of radio and TV programmes in advance, so those might get interested in filming 

the event for posterior publicity. 

Check the possibility of event’s speakers in giving interviews on location, or participating in local 
TV or radio programmes. 
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  8.3 Event’s direct availability via the Internet to other cities and countries: 
Whenever possible, we must do the “impossible” so that the spirits message reaches all.   For 

those who cannot come to events in other countries, there is a technology to be used in our favour.   
It is one form of information technology – the Internet – enabling many forms of use.   One form that 
is very popular enables a group of people to meet at the same time for discussions and to assist 
congresses in other continents as they are happening.   Conferences can be watched and listened to 
interactively with the speakers by asking questions and receiving answers viva voce. 

  

According to the possibilities of the organising institution it is advisable to consult a specialist in 
information technology.  

  

8.4 Posters and visual aids: 
A banner referring to the event (fixed behind the desk at the rostrum) and welcoming the 

audience reinforces the happy event, being them large or small.        

 Example: 

1st SPIRITIST MEETING IN BRITAIN  -  12th June 1999 

• Presentation of Posters: 
For larger events, which receive financial resources through the payment of enrolment fees, all 

material is professionally made and in large quantities, e.g. posters, banners… 

In smaller events posters can be executed by amateurs with computer’s resources. There will 
always be someone with the capability of creating and making such posters.   These must be written 
with large print and simple language to achieve the objective of warning and informing with clarity.   

  

It is always a good idea to consider possible contingencies and have hard paper already cut into 
size and highlighters in case there is a need for more posters or visual aids.     In this case these can 
be handmade on the spot, following a rule of always writing in large capital letters with a bold effect.    

  

• Where to attach the visual aids 
Depending on local’s size and the quantity of people expected to come to the event, there must 

be several visual aids spread around the locality in strategic places.  Visual aids should not be 
hanging behind curtains, neither too high nor too low and not at a height where could be covered by 
people leaning against the walls.  

  
It must be considered that visual aids are best if located just above the horizon line, slightly 

above the eyesight.   A good presentation and correct positioning shows the level of organisation 
executed for an event. 

   

9. Should didactic material be used? 
This item represents a good percentage of success in some events and therefore merits 

attention.  A good didactic material helps emphasising the ideas mentioned by speakers.    
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9.1 Use of Screen: 
Nowadays it is very common that half an hour prior to the event, special cassettes and videos 

are played for meditation and relaxation, presenting films to entertain the audience as they arrive and 
find their seats. 

 There is a vast array of themes: 

•  Flowers. 

•  Animals. 

•  Landscapes. 

•  Arts, in general. 

  

Suggestive background music induces relaxation and meditation propitiating a climate of 
tranquillity, this can also be use to avoid the murmuring amongst people and the unnecessary 
movements around the place.         

In large events such as congresses, screens are extremely important for the transmission of 
events happening in other precincts.  

In very large places such as theatres, lateral screens provide a larger and better view to the 
public sitting far from the rostrum.  

For example during the 2nd Congress in Lisbon the whole audience could see and listen to 
Francisco Cândido Xavier in different screens simultaneously.  

Use screens whenever financial resources are available, since the result is worth it.  

Technological progress is also to be considered as new equipment is presented in the market 
place every day. 

  
9.2 Material to be distributed in large events: 
 • Files with the event’s promotional material. 

• Badges. 

• A4 paper or writing pad. 

• A pen, tailored to the event or not.  

• A spiritist message. 

• A map of the city. 

• Conference’s programme including the names of speakers, themes, etc.  

• The official programme must include: 

• Speakers’ names, themes, location and timetables. 

• An internal map of the event’s venue showing the location of rooms and auditorium, etc.  

• Timetables for the autographs and its location. 

• Inform: 

• Public means of transport serving the area and destinations.  
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• Telephone numbers of airline companies and train stations. 

• Different options of restaurants and cafés around the area or within the event’s location.  

•  The distribution of  daily bulletins of the event.  

  
Pens, writing pads, paper and bookmarks that are marked with cigarettes or alcohol brands 

should not be accepted nor given to those registered to the event even if the objective is to diminish 
the variable costs involved with such material for an event.   

           

It is common that Spiritist institutions in other countries send newspapers, bulletins, news, 
messages, bookmarks and similes prior to the event with the intention of those being included 
amongst the material to be distributed to those registered to the event.  Such material, however, 
should be analysed about its doctrinarian contents prior to the event.  

   

REMINDER: 
Sometimes unexpected facts may happen, such as: 

Followers of other religions disturb the event with screams aiming at impeding the successful 
completion of the event.  

Distribution of messages that contrary to the postulates principles of the Spiritist Doctrine. 

The audience must be informed, preferably at the beginning of the day, that such external 
movements are happening outside but they are not connected to or coordinated by the event’s 
organisers.  

  
"To silent all impulses and polemics with our brothers who are stubbornly tied to issues of religious 

nature.   To carry on arguments based on irony and bitterness involves committing mental violence”.    

André Luiz - spirit. Waldo Vieira - Medium  

Extracted from the book Spiritist Behaviour - Message: In the Doctrinarian Meetings – 13thed. 
FEB  

 9.3 Supporting Materials for Conferences: 
Each situation is a different experience, where “I think…” is not relevant. For instance, “I think the 

speaker will not use this or that material”, when exactly that material end up being needed by the 
speaker.    Considering that even when every detail is carefully thought through something may 
always be missing at the time of the event, we envisaged the checklist below:            

 • White board with colour pens 

• Slides projector  

• Overhead Projector 

• Television set 

• Video recorder 

• Flip Chart with atomic pens (black/colour) 

• A4 paper sheets for the Speaker’s use 
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• Multimedia equipment (e.g. Power Point) 

• Compute and Printer 

• Others 

On one occasion a speaker mentioned that he had brought a videotape / DVD which he wished 
to show to the audience.  However, since he had not informed a conference organiser, the videotape 
/ DVD was not shown. 

  

9.4 Material in native language. 
It is necessarily here to explain why “native language use” is always emphasised.  

We compound a reasonable number of Brazilian Spiritists established in small Spiritist groups 
outside Brazil.   Some yet got to know the Spiritist doctrine when living away from our nation.  

The country we may be currently residing is our place where to disseminate the Spiritism as part 
of the International Spiritist Movement.  

  

Our immediate responsibility is to learn the native language in order to offer our message to our 
brothers, natives of our hosting country.    Although, not intending to convince anyone, nor imposing 
anything. The ability to be ready, however, through our studies to disseminate our work in 
newspapers and local magazines and to enable those who are interested to gain knowledge, is of 
paramount importance.  

It is a sign of respect for the incarnated and disincarnated people of these countries (the latter 
learning in the spiritual world) that we should try our best to offer our public speeches about 
doctrinarian issues in their native language.  

  

When receiving speakers from Brazil or other countries, such speeches should be translated with 
the help of interpreters (as emphasised in item 2.4) as a sign of respect to those who come to the 
spiritist group and also respecting those disincarnated spirits whom still need to listen to the Spiritist 
teachings in the mother-tongue of their last incarnation in order to understand the message.  

  

Concomitantly, printed materials that are included in photos, graphics or any other form of visual 
communication must be translated into the native language.  

It is not at all pleasant to see visual aids and not being able to read them, therefore, all 
supporting material used in a country must be translated into its native language.    

  

 9.5 Detailed programme for the event: 
For larger events: 

•  Coral’ presentation at the opening and conclusion,  

or a musical presentation, e.g. piano, violin, flute or something similar. 

• Central theme.  

• Sub-themes 

• Overall timetable.  
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• Timetable showing allocated time for each speaker. 

• How many speakers? 

• Who will be coordinating the presentations? 

• Timetable showing each activity allocated for the day and its duration.  

• Those compounding the supporting board to the speaker. 

• Opening and final prayer. 

• Daily communications and notices. 

• Reminders of previous notices and communications, when needed.  

• Important reminders.  

• Announcing the next presentation or the following day.   

  

REMINDER: 
The moment dedicated to arts in a Spiritist event, as above-mentioned, is a special moment.  

However, it is important to mention that should not be a ritual.  

In the book IN FRONT OF THE STRENGTH OF THE SPIRITISM (Interviews and messages 
from various spiritual friends) psycho-graphed by José Raul Teixeira, question 99, there is an 
excellent and relevant explanation: 

 "If, sporadically, a coral, a group presenting without background music, someone who sings or 
someone who plays a musical instrument are used in an event, a mellifluous environment is offered to the 
audience, a moment of healthy pleasure since music is also part of the divine laws ". 

"A ritual happens every time an array is transformed into an indispensable need ". 

   
9.5.1 Example of a detailed programme for a small event: 

 11th  SPIRITIST MEETING IN UVEIRAS - DECEMBER 3, 1999 
12:00: Local is open for assembly and general organisation. 
13:00 – Meeting’s Opening. 

• Initial prayer: 

• Those compounding the supporting board to the speaker. 

• Presenting the programme. 

• Information. 

• Informing the audience that the speaker will be autographing books at 2 different times. 
 Time from 5:30pm to 6pm. 
 At the end of the last speech.  

1:30pm:Beginning of the first panel:   
Speaker’s name: 
Theme: 
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2:30pm: Beginning of the second panel. 
Speaker’s name: 
Theme: 
3:30pm – 4pm:Coffee break. 
4pm - 5:15pm: Moment of Art. 
Presentation of small play. 
5:15pm - 6:30pm: Coffee break. 
5:15pm - 6pm: Autographs time. 
6:15pm - 6:40pm: Composition of supporting board for the last panel. 
Presenting the speaker of the evening. 
6:40pm - 7:40pm: Last speech. 
Theme: 
7:45pm: Conclusion of conference. (Final prayer) 

 Time for Autographs 

8pm: Disassembly. 
8:30pm: Handing over the place.  
   

10. Supporting Activities and Material  
The part of the working environment that requires a major commitment and collaboration 

amongst Spiritist workers involved in an event is represented by the supporting activities, which are 
in fact the basis for its likely success.  

  

10.1 Event’s reception: 
A good reception and the satisfaction derived from having everything in order will depend on the 

event’s organisers’ good work in planning the reception.  It is advisable that the reception team gets 
to know the location in advance, if not one day before at least hours prior to the event.   

  

Responsibility: welcome and give initial orientation with: 

• Handing over individual messages or other material, when is the case. 

• Informing and explaining when needed or asked. 
  

REMINDER: 
To differentiate the members of the audience from those that are, in a way or another, working at 

the event it would be much useful to wear some sort of identification, e.g. a vest, a badge.  In this 
way, those working in shifts to secure the success of the event can be easily identified even from a 
distance.     

  



 27

Whenever possible the event’s organiser can contract a provider for such services, whom 
already have a technical scheme set for differentiation to facilitate the delivery of information and 
help.   

  

10.2 Microphones and background music: 
In the majority of the cases locations for the smaller events do not provide background music 

service, microphones and similes. It leaves the event’s organiser with the added responsibility of 
collecting different bids to contract these services and equipment with the best price but ensuring 
quality. 

  

In other cases, the necessary budget for the rent and insurance such material and services for 
each event is far too high and justifies the acquisition of basic equipment instead: 2 microphones with 
pedestal for speeches in which the speaker is standing up, or microphone to be used in a table, 1 
amplifier of 15 watts is enough for a room with 80 seats.  

The use hands–free wireless microphones  is recommended so that the speaker can move 
around, as is the case in seminars or workshops. 

   

10.3 Meals: 
• In the larger events buffet services and meals can be contracted out.  

• In smaller events, organised in some countries, there is a Team for Nourishment.    Usually it is 
the same team that gradually gain more experience in collecting, organising and selling the titbits 
prepared by co-workers and voluntaries.    

•  People from all groups donate soft drinks, teas and coffees, as well as the disposable 
equipment to be used in food consumption.  

• This is a very important team since having available nourishment at the event’s location either 
saves time in the search for coffee bars and restaurants as well as directly generates funds to pay for 
the costs of the event.   

  

This team can also be responsible for: 

• Receiving and transporting the titbits, soft drinks, water, teas, coffees and others, e.g. napkins, 
plastic cutlery, plates, etc.  

• Selling tickets and cashier’s control. 

• Removing all material at the end of the event. 

• Collecting the rubbish in the appropriate collection equipment and deliver it to the appropriate 
places.   

  

  

REMINDER: 
 It is important to take into consideration the location to be used in relation to the seasons. For 

instance, when it is very hot food, preparation needs extra care, e.g. how to preserve food   prepared 
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in advance to ensure it does not go rotten and the safety of consumers is not compromised.   The 
team can be legally held responsible for health hazards related to food handling and consumption. 

  

 

 

10.4 Autographs location: 
Many speakers are also writers and wish to make their books, cassettes, CD’s available to the 

public for acquisition.   Some speakers bring with them a certain number of such Spiritist works or 
even a new book to be launched in the event.  The time allocated for autographs allow for a higher 
distribution of such material which profit is directly used in maintaining social and community services 
in their countries.    

To ensure that the location is well illuminated.  

In smaller events a reserved space with one or two desks and chairs strategically located and 
near the bookshop is recommended.  A tablecloth and a small vase with flowers can create a 
pleasant environment.   

It is important to verify in advance the possibility of having a stand with two desks and four seats 
(suggestion) for the speakers’ autographs, when it is a larger event.   

  

10.5 Places to sell the books: 
In the larger events the space allocated for selling the books are rented on the basis of square 

metres, as well as the shelves for books exposition are rented separately.   There are security 
procedures to be followed when assembling the stand, prior to public’s arrival, that must be 
observed.  

In smaller events, the space allocated for this objective is released to the groups which in their 
turn help with a small contribution towards the event’s organisation aiming at covering expenses 
related to the local’s rent.  In many countries renting such locations is expensive and charged by 
hour.  

   

Representatives of the booksellers must: 

• Verify the space in advance. 

• Ask for desks and seats. 

• Preparation of posters to divulge books during the events. 

• Books transportation. Carriers insurance. 

• Prepare messages to be distributed. 

• Verify timetables for assembly and disassembly. 

Ensuring that when the first members of the public arrive at the local of the event, books and 
messages are already in exposition to serve those before the start of the event.    
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Some acquire the books in advance envisaging the possibility of asking for the autograph of the 
speakers later on, when it is possible to have a quick chat and return to their seats or their homes, 
happy and satisfied.   

  

10.6 Historic panel with photos: 
A historic panel with photos is created about a certain theme, event or a relevant issue and 

constitutes a positive point at events.    

Anyone purposeless resting their eyes on a photo is most tempted to quickly check whether 
friends are being exposed in there and inform other participants about the panel.   

The important issue is to use well the space and keep the message clear.  If the event is like a 
meeting, a panel with photos and the history of the Movement as well as the last events in the 
country can generate more union amongst Spiritist groups in the region.   The person in charge for 
the panel can ask each group in the city or country, some written material and photos of activities to 
compose the panel.   

If it is a small seminar about Healing for instance, the panel can be used for photos about aura, 
Kirlian photos or similes, with explanations given in the native language or other.   

  
10.7 Medical Team: 
When the event gathers a large number of people all norms of security must be followed to 

reduce risks.  One of these is related to medical emergencies.  

Whenever possible, it is advisable to ask the Council, Health Organ or the department 
responsible for Public Health in the area to release an emergency unit for all days the event lasts.   It 
can be a possibility.  

  

The team must plan where there will be the space allocated for quick help, first aid material 
needed, as well as the need for emergency treatment and transportation to the nearest hospital.    

Whenever possible, this team should be compounded by a doctor or nursing specialists.  Those 
must know in advance the location of the nearest Hospital Emergency and emergency telephone 
numbers.  

   

10.8 Fire Brigade: 
It is very important to check whether the chosen location is equipped with fire extinguishers and if 

these are still valid.   

If possible it is advisable to communicate the Fire Brigade about the event and the expected 
number of people to ensure that in case of an emergency help is immediate.  

 Checking through and getting specialist advice (from the Fire Brigade) in advance is of great 
importance.   Always remember:  forecast the unexpected.  

We cannot afford to think that just because it is a Spiritist event, our spiritual benefactors will 
bring water to extinguish fires, materialise ambulances for those having heart attacks, provide first aid 
to stop haemorrhages, etc.   Where there are human beings anything is possible. 
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It is our obligation to provide vigilance to ourselves as well as help to the others.  Do we receive 
help from the spiritual benefactors?  Yes, constantly.   However, let us do our part very well done and 
their part will most certainly be provided for.  

  

10.9 Parking: 
When choosing a location for an event, many things must be taken into consideration, whether it 

allows for vehicles access and movement.  It is important to check:  

• If there is parking space in the area. If not, where is the nearest?  

• If the parking space is served by parking meters or carnets must be acquired in advance for a 
certain amount of hours.  

• If there is parking for disabled people.   

• If it is possible to park without worrying about fines.   

Such information should be included in the event’s publicity material to allow people deciding 
whether going by car or using the public means of transport or others.  

  

REMINDER: 
Contacting in advance the organ responsible for the traffic asking for help in clearing the area 

and avoiding traffic jams.  It is possible that the agency will send someone to help.   It is very 
common in European cities that streets are very narrow, which usually create traffic jams.  

  

In many cities it is commonplace to have someone “parking the cars”, since it is not a 
professional job it does not need officially hiring somebody.  If that is the case and represents 
commonsense, someone that does this job could be asked to do that in the area of the event, 
however, it must be emphasised that there is no ties, financial nor of work, with this person.    

Tips given for “keeping an eye” in the car is optional and to be individually decided.  It is a 
psychological resource that tranquillises car owners.  

  

11. Recording: 
All events in the Spiritist movement must be registered using one of a variety of resources.  

  

11.1 Recording in Mini discs:  
During the conference it is only natural that people want to record it themselves. A fraternal and 

intelligent recommendation can refrain people from going up and down the rostrum to put the tape 
recorders on the table in there.  

  

The ideal is that those wanting to record the event put their play recorders near the sound boxes, 
where the recording will be clearer.  

Remember make use of soft music before, during and after the conferences, except during the 
speeches.  
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11.2 Recording in video or DVD: 
Each country has a specific system, which is not always compatible with the system in other 

countries.   For instance, France uses the system called SECAN, England uses PAL, Brazil uses 
PAL-M and NTSC, the US use NTSC and other countries also vary.    

 There is equipment that can be used with all systems; however, booking in advance is needed 
also to obtain the technical instructions on how to use such equipment.  

In relation to the speaker that simply brings a videocassette without prior warning, there is 
nothing that can be done.   Fraternally explain why it is impossible to present material without 
previous warning.  

  

Taking into consideration that at this point the event’s organisers are apprehensive to ensure that 
all will go well, much calm is needed to deal with any unexpected issues that may arise.  In such 
situations more experience is gained to avoid such problems in the future.  

It is valid for small and large events.  

  

REMINDER: 
If the chosen location does not have an elevated platform for the speaker and the supporting 

board, it is advisable to search for a solution that enables the audience to see the speaker.   A 
platform will do for the time being, provided that it has an adequate size and does not offer any 
security risk, e.g. falling off it!.    

This is a decision that should be taken before the event.  

  

It must be considered: 

• Whether the speaker will release its royalty rights of the conference to the organising institution 
(what always happen).   

• Whether the organising institution will make its own professional recording to sell later on.    

• Whether the institution will make use of the professionals from the chosen location or will bring 
in their own contracted people. 

• Whether the chosen location has special cabins for recording in video, DVD, CD or cassettes.   

  

Does the organisation allow amateur filming?  

• A person responsible for information will be in charge of the signs and to direct people using 
video recorders to pre-established spaces.  These reserved spaces should be good for those 
recording at the same time not disturbing the audience.  

• Considering electric switches where to connect the equipment.  

• Attention to electric threads in the floor; these should be attached to the floor with adhesive 
tape.    

• Avoid passing electric threads over the heads of the audience.  

• Avoid leaving valuable equipment exposed; to avoid thefts or damage.   
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11.3 Royalty rights: 
  
Each country has its own set of rules to ensure royalty rights.  

  

A written document, set in advance, is needed most of the times.  

  

Recorded conferences can be commercialised in the future.  The profit can be used in the 
Spiritist movement of the hosting country or partially reversed into social services, Spiritist or not, 
chosen by the author. 

  

The criteria used in such agreements are to be decided between both parts.   

   

REMINDER: 
To avoid future problems with employment laws it is advisable that all people involved in 

recording an event to sign it as voluntary work; it should also be registered in the Public Register 
when the Country’s laws require it.  

Remember to obtain a licence for the background music used in the recording of the conferences 
that will be commercialised. 

  

12. Conclusion 
Well-known speakers usually conclude their speeches with a poem, or a prayer within the theme.  

In this case there is no need to have a closing prayer, instead the speaker should be thanked for, as 
well as the interpreter when there is one, the teams working in the event, the presence of the 
audience and then end the event.  

  

Direct the public to the place of the autographs, to the bookshop specially assembled for the 
event and inviting all to return for the next event.  

  

12.1 Event’s Register - Annals: 
The word annals comes from the Latin annals which means: 

“History or organised narrative year after year; periodic publication of sciences, letters or arts; 
Register of historic or personal facts”. 

  

A register containing as much details as possible about the relevant events happening during a 
gathering is part of the memory of the Spiritist Movement.   

It is in the interest of every institution to record the event in video, partially or totally, which can be 
sold the public or just used as a register of the activities of the Institution.  Those can be put in good 
use in the present and will be very much appreciated in the future.  Photos, filed into albums will also 
help registering the events.  
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Copies of all material confectioned for the event can be filed: invitations, leaflets, and posters.   
Bigger material such as banners are more difficult to file, therefore can be shown in photos. 

   

 
 
12.2 Reunion after the event and thanks to teams:   
After the event it is very important to gather as many people, which collaborated in the event, as 

possible for an evaluation reunion.   Then within a fraternal climate, a detailed register of what had 
been planned against what actually happened, indicating the success points and the unsuccessful 
ones.  

  

To make note of what measures can be taken to refrain errors from happening again in future 
events.    Everything will be registered as experience for new events.   On this occasion a prayer 
thanking for the success of the work, being it a congress, a seminar, etc. is appropriate.  

Obviously, thanking all teams is important not only in this session of conclusion but letters can be 
issued to all that helped thanking for their participation and stimulating a similar level of motivation in 
the future.  

  

 13. Accounts Conciliation: 
Accounts conciliation is something that should not be forgotten. It needs to be registered and 

transparent to be verified by all, especially when it involves the money of the institution and there are 
donations.  

  

13.1 Real Costs and Profits: 
There must be attention when handling events in which donations are received or entrance fees 

are charged, e.g. some congresses, seminar or workshops.  Entrance is not always charged for.   
Indeed, in many cases people are invited to come at no cost.   

It is suggested to make a detailed survey of the costs.  Even when some donations are made, 
such as location’s rent, equipments’ rent, etc.   In this way it is possible to establish what the real 
costs would be in case there were no donations.  

Amongst the spiritists themselves everything is dealt with in a fraternal way.  However, it is to be 
considered all incomings and outgoings that are valuable in financial and economic terms.    It is 
therefore here suggested that a financial report to be produced and made available to the 
administration of the house as well as to the financial donors.  

  
NOTE 
This material was elaborated based on personal experiences when collaborating with the 

organisation of events in Brazil, England and in other countries.  

This document has been gradually updated and upgraded and undergoes changes according to 
experimentation.  
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This Manual’ royalties was given to the International Spiritist Council that can in the future make 
use of it at their discretion.  

Until then, it is important to receive critics to enable the necessary adjustments. Suggestions are 
welcome.    

Thanks to all that can give their collaboration.  

  

Elsa Rossi 
elsarossikardec@gmail.com  
  
About the Author; 
Elsa Rossi 
Elsa Rossi received a BA in Arts from the Faculty of Belas Artes of Sao Paulo, Brazil. She 

has been writing poems for many years. After the birth of her 3 children, Elsa began to write 
stories for children with their participation. Elsa uses daily situations in order to create 
educational stories, thus emphasising the benefits of not telling lies and not fighting against their 
brothers and sisters. Her stories focus on the key human qualities of forgiveness and tolerance.  

  
Elsa has already published -3- books in Portuguese, English and Spanish. Thirty more books 

in Spanish, French, English and Portuguese can easily be accessed on the internet for free. 
www.elsarossi.com  

  
Elsa has written two books of Poems: “Anthology of Sentiments” and “Sea Songs”.  
Elsa’s joy is to be able to create new stories and tales. Many were inspired by her six 

grandchildren: Talles, Kalel, Joshua, Isabella, Georgia and Nicolas.  
In her work as a disseminator of Spiritism, Elsa is a columnist for the Journal “The Immortal” 

and since 1998 has been editing the bulletins of International Spiritist Council www.spiritist.org 

  

 14. Glossary:  DEFINITIONS 
ANNALS: Referring publication to the acts and studies of scientific, literary congresses or of 

art.  
  
ANFITRIA: A person or entity who receives invited people and that she defrays part or all the 

expenditures.  
BIOGRAPHY: Description or history of the life of a person.  
CERTAMES: Debate, quarrel. Literary, scientific competition or industrial  
  
CLONAGEM: Duplication of one same scientific or industrial form. In research the cloning of 

cells. CONCLAVE: A private assembly of cardinals for the election of the Pope. Meeting of 
people to deal with or discuss a specific subject.  
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 CONFERENCE: Speech or talk in public, on literary subject, moral or scientific. An act or 
effect to confer; comparison, confrontation. An examination or an analysis of a subject. Assembly 
of commission agents of different countries with the end to deal with questions international 
interest.  

  
CONGRESS: Meeting of people who examine common interests, common studies. (In Brazil 

it is the set of two agencies of the Legislative (Senate and House of representatives.  
  
CONVENTIONS: Instrument important of companies to stimulate its body of employees. It 

has the same structure of a congress, even so, in this in case that, it has linking between the 
participants. In general, the convention finishes with a social event (supper, show, etc).  

  
DEBATE: It is the quarrel between two or more people of divergent opinions on determined 

aspects of one same subject or subject in evidence. It demands the presence of mediator, who 
establishes rules as the time of exposition of each speaker. The public has the option to 
participate or not participate e, many times, the debate can be transmitted in communication 
vehicles as it happens with the debates politicians.  

  
MEETING: Meeting of people to deal with varied subjects. Game between two teams.  
  
STRATEGY: Art to conceive operations of war. Operational planning to reach definitive end. 

Plans in set.  
  
EXIBITÉCNICA: Meeting of specialized professionals, with demonstration of machines and 

equipment, resulting in evaluation of the machines in operation and manners. In general, in 
Brazil the exibitecnic finishes with a barbecue. In the exterior, Day of the Field is known as "Field 
Day" =. FAIRS: Directed events the specific public in an only space, with expositions and 
demonstrations of equipment, services, literary compositions and others.  

  
FÓRUM: A subject master is boarded in a less formal meeting, where it has exempts 

manifestation of ideas and interaction between speakers and public. In one forum on 
environment, for example, some instances can be represented, since  

  
NGOs Non Governmental Organizations. 
  
IDIOSYNCRASY: Individual constitution, in virtue of which each individual differently suffers 

the effect from the same cause. Any detail of own behaviour of determined individual.  
  
LOGISTIC: Symbolic logic. Military science that deals with the lodging, equipment and 

transport of troops, production, maintenance and distribution of material and other activities. 
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 ROUND TABLE: One exactly subject is displayed, under some angles, for specialists, in 
plenary assembly. The time of each expositor is stipulated NGOs previously: Not Governmental 
organizations that give to an excellent service to the Community, favouring partnerships with 
Assistential Agencies and of Protection to the Environment, Protection to the Devoid 
Communities, etc.  

  
OPEN-DAY: Free day - Determined institution a public directed for the event invites. Sao 

short lectures given by different lecturers. A continuous account of this event with exposition of 
material of historical research on the main subject. It is common to happen in schools of England 
the OPEN-DAY, where parents, pupils and professors if interact.  

  
PANEL: Specialists present different points of view regarding one same subject presented 

and debated plenary assembly. The time of each expositor use to be established LECTURE 
previously: Colloquy. Conference or quarrel on cultural subject.  

  
PARACLET: Defence, protector, mentor. Indicative applied the Christ.  
  
PARADIGM: A model, an archetype. A set of formulas of changeable words that serve as a 

model for excessively of the same morphic group. PREMISE: Proposal. Each one of the two 
proposals, the greater and the minor, of a syllogism,  which if infers the conclusion.  

  
FORECAST: Act or effect to foresee; ante vision. Prescience.  
  
PROVISION: Act or effect to provide. The supply of necessary or beneficial things.  
  
SEMINAR: Meeting of specialists to present studies regarding central theme, where the 

auditorium interacts with questions and answers. The moderator must know the subject, 
participate and raise questions. 

  
SILLOGISM: Argument that consists of 3 proposals: the first one, called the bigger premise, 

the second called the lesser premise and the third call the conclusion.  
  
SYMPOSIUM: It has an objective to inform the new features on a definitive subject or sector 

of  society. The public, who do not participate with aside remarks, can ask for the clarification of 
doubts in the end of the exposition. 

SUBSIDIES: Financial aid which given to any company. Amount that goes to give someone 
benefit. Amount subscribed for beneficent workmanship. Elements auxiliary.  

  
VILE: Dishonest, extremely unpleasant.  
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WORKSHOP: Its nature is to train others. Its objective consists of deepening the quarrel on 
specific subjects e, for this, presents practical cases. The public participates intensely. 

  
  

15. For your notes: 

Translated into English - Elsa de Almeida - UK 
Revised by Alec Gifford - 07/01/2008 – UK 
About the Translator:  Alec Gifford is originally trained as an actor/teacher at The Rose 

Bruford College of Speech and Drama.I hold a first-class honours degree(Open)in 
English/Drama awarded by The Open University.In 1997 I collaborated on the BBC Educational 
video 'Doorway to Dickens'which was sold to schools, colleges and universities around the world. 

www.elsarossi.com 
elsarossikardec@gmail.com 
  

 


