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Call for interest 
CEPOL’s European Research and Science Conference 2024
Application and Hosting Requirements

	APPLICATION FORM



	Country

	

	Name of the institution                                           

	

	Contact person

	

	Contact details                                                 

	

	
Date:
	
	
Signature:

	



	CONFERENCE HOSTING REQUIREMENTS



Conference location 
The host organisation is expected to propose a conference venue centrally located, easy to reach by public transport or taxi and located not further than 20 km from an international airport. The application by potential hosts must state the nearest international airport (name and distance in km) and means of transfer to/from the conference venue.

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

	
	



Travel and accommodation
· Accommodation of participants: The selected host organisation is expected to assist CEPOL in finding suitable hotel facilities for the accommodation of participants. Towards this end, the selected host will provide a selection of recommended hotels closely located to the hotel, or easily reached via public transport. 
· Transport: In the event that public transport does not represent a viable option, and the conference organisers require the use of shuttle buses for participants, the host organisation is expected to support CEPOL in liaising with the shuttle bus drivers contracted by CEPOL in view to effectively manage the transport of participants from/to hotel and venue.

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

	
	



Conference venue
The host organisation is expected to provide a suitable venue for two and a half days conference, available also during the two days preceding the conference opening (to ensure technical set-up, rehearsals) and half-day after the closing of the conference (to ensure dismantling).
Specific conference venue requirements:
· Plenary hall able to accommodate between 350 and 400 participants. The conference host is expected to deliver decoration to the room (flowers or any other type of ornaments).
· Three lecture halls for parallel sessions (with capacity for 60-100 persons each)
· Up to five classroom-type rooms for workshops and ad-hoc networking sessions (with capacity for 10-25 persons each)
· Catering areas:
· A suitable space for up to 400 participants for coffee breaks, if possible close by an editors’ exhibition area where to host booths, store material and display publications
· Suitable space for up to 400 participants for daily lunches. The same space could be used for one conference dinner.
· Exhibition areas:
· Space to display poster sessions, with a wall surface of up to (define surface)
· A suitable space to exhibit software and hardware products
· Secretariat/production room for CEPOL with locked cupboards
· VIP room or area
Other conference venue related requirements:
· All conference room must be provided with suitable projectors and PCs, roaming microphones, free Wi-Fi for all participants, equipment for live streaming of plenary sessions, equipment for videorecording of lectures and panels.
· All conference areas must be of exclusive use of CEPOL during the two and half conference days. 
· The conference venue shall be accessible for persons with disabilities.
· Appropriate sound and lighting system in all meeting rooms must be ensured.
· Design and production of adequate indoor and outdoor signposting is expected to be taken care of by the host organisation.
· The catering areas must be accessed by catering companies working with menus made 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, including welcome, registration, info desk and cloakroom: The conference host is expected to provide a team of 25 English-speaking welcome staff members properly briefed by the local contact and work under a designated supervisor. Those 25 members shall be ready to welcome and register delegates, guide them to plenary and session rooms, distribute microphones in the conference rooms and auditorium, work in the cloakroom and support in the deployment of conference activities taking place in the venue. Provide conference hours as reference on the number of hours personnel will need to be available. 
· Security: The conference host is expected to ensure the physical security of all participants during the event and to meet the first-aid obligations as conference organiser.
· Production of participants badges: The conference host is expected to produce the name badges for participants
· ICT and technical support: The conference host is expected to provide a small team of ICT and technical support during set-up, rehearsal and conference days.
· Music: The conference host is expected to provide suitable and properly licensed copyright music in compliance with their country legislation on intellectual property rights.
· Cultural moment: The conference host is expected to provide a cultural moment (music or folklore) of the country for the open or closing session.


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

	
	



Social activities and entertainment
· Social activities proposals: The conference host is expected to suggest entertainment side activities out of the conference programme, and/or eventually during the conference dinner. The host organisation shall explore networking activities that could help enhance interaction between participants.
	
To be filled in by the applicant
	How does your application meet all this requirement?

	
	



Press and communication
· Press relations & media management: The conference host is expected to support CEPOL Communications Office with the press relations management at national level. This includes sending out press invitations, drafting or translating press materials and following up with journalist interested in attending the event.
· Conference branding: The conference host is encouraged to propose a creative and eye-catching visual identity for the conference, based on the existing colour codes and graphic charter of CEPOL. The conference visual identity must be approved by CEPOL. 
· Promotional items: The conference host is invited to contribute with promotional items to the conference packs CEPOL will distribute to participants.

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