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Application Form to become a Fáilte Ireland approved Professional Conference Organiser
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Please complete this application form in full and return it, together with the relevant documentation, to Lynda Reilly in Fáilte Ireland’s Business Tourism team to jack.owens@failteirleand.ie 
Important Notice

Please read the following points carefully and endorse that you understand and acknowledge them.

☐ Yes, I understand and acknowledge that:
As the designated contact person, my first name, surname and work-related e-mail address may be published and displayed in Ireland and internationally because it will be displayed in the List of Fáilte Ireland Approved Professional Conference Organisers.

As a result, my first name, surname and work-related e-mail will be displayed for 12-months on the Meet in Ireland webpage. 
Please note: 
I can ask Fáilte Ireland to stop using my personal data at any time, in which case it will not be shared in future publications. 
Note: This will not apply to the publications which have already been printed and which are displayed (under 12-months) on Fáilte Ireland’s and Tourism Ireland’s webpages. Fáilte Ireland cannot control already printed and published materials or recall them.

As the contact person, if I do not wish for my personal data to be used as outlined above, please provide a generic e-mail address (e.g., info@businessname.ie) or alternatively with their permission, provide the business owner’s contact details. 

If I have any data protection related queries, I can contact Fáilte Ireland’s Data Protection Team at dataprotection@failteireland.ie. I can view Fáilte Ireland’s Privacy Policy which is available here.

Retention

Unsuccessful applications will be kept on file for 2 years before being deleted. We will keep this information for auditing purposes. Successful applications will be kept for 7 years and 6 months this is because Fáilte Ireland are providing state funding and because there is a contract in place. 
Please answer the following questions:
	1. Name of trading Company 


	

	2. Permanent Address


	

	3. Number of full-time staff


	

	4. Number of seasonal staff


	

	5. Year of establishment 


	

	6. Association memberships (E.g. ICCA, AIPCO, etc.) 


	

	7. Prior experience of staff organising/ managing conferences (if experience not solely under name of new organisation)


	


8. Over the last 4 years (excluding 2020), please provide details of 8 international association meetings whereby a full management role was undertaken by the applicant (including delegate registration) which were:
· Attended by representatives from 3 or more countries

· Of which 2 or more full working days duration 

· Of which 5 or more must have been attended by a minimum of 300 delegates 

	Full Name of International Conference
	Web address of international association
	No. Of Delegates
	Start & End date of Conference
	Conference Venue
	List three Previous/Future destinations for this association conference

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


	9. Please list management systems used for the provision of:

(a)  Online registrations and receipt of abstracts

(b) Financial operations and budgeting

(c) Virtual platforms


	(a)

(b)

(c)

	10. Please provide the following details relating to insurance:

(a) Insurance provider

(b) Minimum amount covered by public liability insurance 

(c) Minimum amount covered by employers’ liability insurance 

(d) Details of event cancellation insurance policy 


	(a)

(b)

(c)

(d)



	11. Indicate process in place to ensure the safety of clients’ funds 
	

	12. VAT Number

	


13. Please provide a copy of your Tax Clearance Certificate

14.  Please provide details of two 2 referees from previous conferences:
	
	


15. I agree that a future conference could be subject to an inspection by Fáilte Ireland, or a designated representative, as part of confirming the applicant’s suitability to be included on the list of approved PCOs.

Signed: _____________________________________
Date: _________________

 Position: _________________________________________

Completed forms to be forwarded along with accompanying letter by e-mail to:

Jack.Owens@failteireland.ie 
Professional Conference Organisers (PCOs) who maintain a high professional standard in the organisation, management and administration of congresses, symposia, association conferences and other international meetings held in Ireland, will qualify as recipients of Fáilte Ireland association conference leads, generated through the Business Tourism Unit. The Leads Distribution System is as agreed by the Fáilte Ireland Business Tourism Working Group and the Association of Professional Conference Organisers.





Please note in order to receive Regional Convention Bureau based leads you are required to become a member of the relevant Convention Bureau. 





To qualify as a Fáilte Ireland approved PCO, you must be in full compliance with the application criteria outlined. 
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