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Application form - Event Hosting requirements



	APPLICANT DETAILS



	Country  
	 




	Name of Institution 
	 




	Contact person 
	 




	Contact details 
	 




	 
Date: 









	 
	 
Signature: 
 
	 








	EVENT HOSTING REQUIREMENTS
	

	

	Event location



The host organisation is expected to propose a centrally located venue, easily accessible by public transport or taxi and located no more than 20 km from an international airport.  Ideally, the venue should also allow be able to accommodate CEPOL organisers and trainer experts on site or nearby. 
Accommodation for participants should preferably be available within walking distance of the venue. 
As part of the application, potential hosts must specify:
· the nearest international airport, including its name and distance in km from the venue;
· the available means of transport between the airport and the proposed conference location.

	
To be filled in by the applicant
	How does your application meet this specific requirement?

	
	


















	Travel and accommodation



· Participant accommodation: The selected host organisation is expected to assist CEPOL in identifying suitable hotel options for participants. To this end, the host will provide a list of recommended hotels located close to the event venue, or easily reached via public transport. 
· Transport arrangements: In cases where public transport is not a viable option, and the event shuttle services are required, the host organisation is expected to support CEPOL in coordinating with the shuttle bus drivers contracted by CEPOL to ensure the smooth transfer of participants between the hotel(s) and the venue. For any scheduled cultural or networking events, transportation between the venue and accommodation must also be arranged.

	
To be filled in by the applicant
	How does your application meet this specific requirement?

	
	





















	Event venue




The host organisation is expected to provide a suitable venue for one and a half days to accommodate both the HOLETI event and the hackathon. In addition, the venue should be available for CEPOL staff two days prior to the official opening of the event to allow for technical set-up and rehearsals and half-day following the event’s closing, to facilitate dismantling and closure activities. 
Specific event venue requirements:
· One main conference room capable of accommodating up to 100 participants (including CEPOL staff and hackathon participants).
· Three break-out rooms, each with capacity for 20-30 persons, for parallel sessions or group work.
· Plenary Hall suitable for approximately 100 participants. The host is expected to deliver decoration to the room (flower arrangements or similar ornaments).
· Catering areas:
· A suitable space for around 100 participants for coffee breaks, preferably located near an exhibition area where to booths can be hosted and materials/publications displayed.
· A separate of adaptable space for daily lunches for up to 100 participants. The same space could host one social dinner.
· Exhibition areas:
· Wall space to display poster sessions;
· A suitable area for the exhibition of software and hardware products, allowing for setup of tables and distribution of marketing material by exhibitors.
· A designated space for short presentations by hackathon providers.
· Secretariat/production room for CEPOL, equipped with locked cupboards for secure storage.
Other venue related requirements:
· All event rooms must be equipped with projectors and PCs, roaming microphones, free Wi-Fi access for all participants, live streaming equipment and video recording capabilities for both workshop and training session.
· All event areas must be reserved exclusively for CEPOL use during the one and half days of the event.
· The venue shall be fully accessible for persons with disabilities.
· Appropriate sound and lighting systems in all rooms must be available and functional in all rooms.
· The design and production of indoor and outdoor signage to guide participants throughout the venue is expected to be arranged by the host organisation.
· Catering areas must be accessible to catering companies offering menus composed of high-quality ingredients.

	

To be filled in by the applicant
	How does your application meet all these requirements?

	
	

























	Technical, logistic, and administrative support




· Personnel (welcome, registration, info desk and cloakroom): The host organisation will serve as the local point of contact to support the implementation of the programme and facilitate communication between organisers and participants. To facilitate this role, the host is expected to provide a team of 10 English-speaking support staff, properly briefed and coordinated by a designated local supervisor. Responsibilities include: welcoming and registering delegates, guiding delegates to meeting rooms, distributing microphones in conference rooms and break-out rooms, assisting with cloakroom services; supporting the deployment of activities throughout the venue. Support staff should be available from two days prior to the official opening of the event, to allow for technical set-up and rehearsals, and for half a day following the event’s closing to facilitate dismantling and closure activities.
· Security: The host shall be responsible for ensuring the physical security of all participants throughout the event and must comply with first-aid requirements in line with local regulations for event organisers.
· Production of participants badges: The host organisation is expected to produce and distribute name badges for all participants, staff, and speakers.
· ICT and technical support: A dedicated technical support team must be available during set-up, rehearsals, and the event itself to manage ICT systems and respond to any technical issues.
· Cultural moment: The host is encouraged to organise a cultural segment, such as a music or folklore performance, reflecting the host country’s heritage to be featured during the opening or closing session of the event.

	

To be filled in by the applicant
	How does your application meet all these requirements?

	
	














	Social activities and entertainment




· Social activities proposals: The host organisation is expected to propose entertainment or cultural activities to complement the official programme -either as standalone events or integrated into the social dinner to facilitate interaction between participants.

	

To be filled in by the applicant
	How does your application meet all this requirement?

	
	
























	Promotional items




The host is invited to contribute with promotional items to the packs CEPOL will distribute to participants.

	

To be filled in by the applicant
	How does your application meet this requirement?
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