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Please answer the following questions:
1. Name of trading company ______________________________________________

2. Permanent Address____________________________________________________


______________________________________________________________________


3. Number of fulltime 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. 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 different countries
· Of 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 provide details of 2 large-scale domestic conferences whereby a full management role was undertaken by the applicant (including delegate registration) which were:
-  Of 2 or more full working days duration

-  Which were 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

	
	
	
	
	

	
	
	
	
	


10.  List management systems used for the provision of
· On-line registrations and receipt of abstracts ___________________________________

· Financial operations and budgeting ___________________________________________
11.  Please list details of your public liability insurance and employer’s liability insurance (minimum amount covered). Please give details with whom you are insured.
Insurance Provider_____________________________________________________
Minimum amount covered €________________________

12. VAT Number________________________________
13.  Please provide a copy of your Tax Clearance Certificate
14.  Please provide details of two 2 referees from previous conferences:
1 ______________________________

2____________________________

_______________________________

_____________________________
________________________________

______________________________
________________________________

______________________________

________________________________

______________________________

________________________________

______________________________

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.

Agree:
Signed _____________________________________
Date _________________



     Position _________________________________________
Completed forms to be forwarded along with accompanying letter by e-mail to:
info@meetinireland.com


The Business Tourism Unit 
Fáilte Ireland, Amiens Street, Dublin 1

Tel: + 353 1 884 7169 / 7700 
Fax: + 353 1 885 6821
Professional Conference Organisers known as 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 on an agreed rotation basis.





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





In order to qualify as a PCO, you must be in full compliance with the application criteria outlined below.  
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