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SOUTHERN AFRICAN ASSOCIATION
esas 10y FOR THE CONFERENCE INDUSTRY




Conference & Events Chapter

SECTION  D

	SAACI CONFERENCE & EVENTS CHAPTER– Conference Organising Category Application for Accreditation 



Please remember to provide to following documentation with your application 

	LEVEL 1

SACO
	LEVEL 2

SAPCO
	LEVEL 3

SAIPCO

	VAT Number
	VAT Number
	VAT Number

	Tax clearance certificate
	Tax clearance certificate
	Tax clearance certificate

	Section D, part 3 signed
	Section D, part 3 signed
	Section D, part 3 signed

	CV’s of key staff members
	CV’s of key staff members
	CV’s of key staff members

	
	Brochures & promotional material for your company
	Brochures & promotional material for your company

	
	
	Section E to be completed

	R1 595.00 (excluding VAT)
Payment to Grant Thornton Tourism, Hospitality & Leisure Consulting
	R3 200.00 (excluding VAT)
Payment to Grant Thornton Tourism, Hospitality & Leisure Consulting
	R4 500.00 (excluding VAT)
Payment to Grant Thornton Tourism, Hospitality & Leisure Consulting


All information submitted on the form will be kept totally confidential.  

Application forms must be submitted to: 

GRANT THORNTON TOURISM, HOSPITALITY & LEISURE CONSULTING

SAACI CONFERENCE ORGANISING CATEGORY ACCREDITATION

PRIVATE BAG X28

BENMORE

2010
Or faxed to 011 322 4767 

	
	Bank Account Details:

Nedbank Commercial North Rand

	
	Branch code: 146 905

	
	Account No:  146 902 6511


SECTION D

PART 1:  INFRASTRUCTURE

All information must be completed in full

	SECTION 1:  Company Details 




1.1 Name of Organisation / Entity / Person_________________________________________

1.2 Name of Person completing the form  _________________________________________       

1.3 Position in Organisation  ____________________________________________________ 

1.4 How long have you held this position?_________________________________________

1.5 How many offices do you have in South Africa? _________________________________

1.6 Please provide postal and contact details for all offices in South Africa:

Postal Address:  ______________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

Physical Address:  ____________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

1.7 Telephone No.:  ___________________________________________________________
1.8 Fax No.:  ________________________________________________________________

1.9 Cell No.:  ________________________________________________________________

1.10 Email & Web page address:_________________________________________________

___________________________________________________________________________

2.
Please indicate the primary services your organisation offers?


_______________________________________________________________


_______________________________________________________________


_______________________________________________________________


3.
How long has your organisation offered these services ________________ years

4. What is your organisation registered as, and please provide registration numbers where appropriate:

· Sole Proprietor   


· Private Company -Registration Number  ____________________________________

· Close Corporation - Registration Number___________________________________

· Partnership - No. Of Partners _____________________________________________

Names of Partners: _____________________________________________________

_____________________________________________________________________

_____________________________________________________________________

5. Do you have the relevant Operating Licenses for your business – i.e. IATA if applicable?

Yes  ___________

No ____________

If yes, please supply relevant licenses details: 


____________________________________________________________________


____________________________________________________________________


____________________________________________________________________

	SECTION 2:  Office Infrastructure 




1. 
Please provide details of your office infrastructure.




1.1
Please tick the applicable 

	Type of office 
	Office 1
	Office 2

	Work from home 
	
	

	Dedicated office at home – totally separate
	
	

	Rented office space
	
	

	Owned office space
	
	

	No. of m² of office space
	
	


1.2 
Office Equipment:



(Please complete by answering the applicable question for each office)

	
	Office 1
	Office 2

	Total number of telephone lines
	
	

	Fax machine - no of dedicated lines
	
	

	Answering Machine (Y/N)
	
	

	Photocopier (Y/N)
	
	

	Number of PC’s with printers
	
	

	Number of PC’s networked
	
	

	Internet Web page  (Y/N)
	
	

	Web page including on-line registration/payment (Y/N) 
	
	

	Internet E-mail Address
 (Y/N)
	
	

	Satellite/ADSL/ISDN Line (Y/N)
	
	

	Diginet Line (Y/N)
	
	

	Event Software – Specify name of package
	
	


1.3
Please add any other details regarding your office infrastructure that you believe are relevant

______________________________________________________________

______________________________________________________________

____________________________________________________________________________________________________________________________

1.4 Would you object if a GT representative visits your premises?

· Yes  ___________

· No ____________
	SECTION 3:  Financial Details 




1.
Please provide the following financial details for your organisation:

1.1
Name Of Bank:
_____________________________________________

1.2
Branch:
_____________________________________________

1.3      Type of Account:
_____________________________________________

1.4
Account number: _____________________________________________

2.
 VAT registration number_____________________________________________

3. Would you have any objection to GT requesting a credit report on your organisation?

· Yes  ___________

· No ____________
If Yes, please provide a reason

_______________________________________________________________________________________________________________________________________________________________________________________________________________

4. Would you mind providing GT, if requested, with recent financial statements?

· Yes  ___________

· No ____________
If Yes, please provide a reason

_______________________________________________________________________________________________________________________________________________________________________________________________________________

	SECTION 4:  Credit History




1. Have you ever been convicted of committing fraud or a capital offence?

· Yes  ___________

· No ____________

If Yes, please provide the details.

__________________________________________________________________________________________________________________________________________

_____________________________________________________________________

2. Do you have a criminal record?

· Yes  ___________

· No ____________

If Yes, please provide the details.

_______________________________________________________________________________________________________________________________________________________________________________________________________________

3. Have you or your directors/members/partners ever been sequestrated?

· Yes  ___________

· No ____________


If Yes please provide details on rehabilitation date.

_______________________________________________________________________________________________________________________________________________________________________________________________________________

4. Have you or your directors/members/partners previously operated in this industry?

· Yes  ___________

· No ____________


If yes please provide details and dates.

_______________________________________________________________________________________________________________________________________________________________________________________________________________

5. Have you or your directors/members/partners ever had your SAACI membership terminated?

· Yes  ___________

· No ____________


If Yes please provide details and date.

_______________________________________________________________________________________________________________________________________________________________________________________________________________

	SECTION 5:  References 




1. Please provide the names and contact details of five references per category that you conducted business with in the last twelve months:


Category A:  Suppliers (example: Speakers, Entertainers or their Agents, 

                                                     Transport, AV, Gifts)

	Name
	Organisation
	Telephone Number

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	



Category B: Venues

	Name of contact person
	Venue
	Telephone Number

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	



Category C: Clients

	Name of contact person
	Company / Association
	Telephone Number

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	5.
	
	
	


	SECTION 6:  General 




1.
How were you introduced to the SAACI Conference & Events Chapter?

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

2.
Please list membership of any other organisations.

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

	SECTION 7:  Market focus, Business levels & Experience 




1. Please indicate the percentage breakdown of your business?

	Type/Source
	% of all events p.a.

	Corporate 
	

	Government 
	

	Association 
	

	Incentives
	

	Exhibitions 
	

	Other, specify:
	

	
	

	
	


2. Since the inception of your company, how many events did you organise is each of the following categories:

	Delegate Size 
	Please indicate the number of events

	25 - 50
	

	50 - 200
	

	200 – 499
	

	500 +
	


3. Since the inception of your company, how many International events did you organise in each of the following categories:

	Delegate Size 
	Please indicate the number of events

	25-50
	

	50-200
	

	200 – 399
	

	400 +
	


Please note:  An international event is defined as at least 40% of attendees being outside of South Africa  
4. Within the past 12 months please indicate the following:

a. 
Total number of events organised? …………………

b.
Total number of international events organised? ……………….. 

c.   
Total number of delegates handled in all events? ………………..

d.   
Total number of delegates handled in international events? ………………

e. 
Breakdown by percentage of the average length of your events organised ………………

	Days
	Percentage of all events organised
	Percentage of international events organised

	½
	
	

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	 6 or more
	
	

	Total 
	100%
	100%


f. Average cost per delegate over all events: R …………… 


(including all costs pertaining to events that are booked through your office,

              including all ancillary services such as pre- & post tours, flights, etc)

g. 
Average cost per delegate over all international events: R …………… (including all costs pertaining to events that are booked through your office,  

              including all ancillary services such as pre- & post tours, flights, etc)
Please note:  Marks are allocated to information provided in Section 7 therefore please ensure to complete the information in full.  

	SECTION 8: Details of Permanent Staff Employed 




1.
Please list the details of all key current permanent staff employed 

Please note:  CV’s of all key conference organising staff members must be submitted. Owners/managers who are responsible for day-to-day conference management should include their CV’s as well.  Information must be completed in full. 

	Staff Member Name
	Towns Where Based
	Position
	Years Of Service
	Past Experience (Please mention industry, e.g. hotel industry)
	Post-School Qualifications (Diploma/Degree/Certificate

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


SECTION D:

PART 2:  SERVICES

Please indicate with a tick, those elements detailed below which your company offers to clients.  

The information that follows has been compiled to include all possible services up to the level of an International Professional Conference Organiser and it is not expected that those applying for Accredited Conference Organiser and Accredited Professional Conference Organiser will be able to provide all services listed.  If there are any services that your company provides to clients that are not listed below please list these in the space provided at the end of Section D, part 2.  Please only tick those services that you are currently offering on a regular basis.  Applicants should expect to be visited by a representative of GT and should be prepared to have their documents scrutinised to verify information supplied.

1. BIDDING FOR AN EVENT 

If the client were only at the bidding stage for the event, would you assist as follows?

1.1 Venue and Accommodation

· Do you obtain as much information about the proposed venue and accommodation as you can?  Please qualify by giving details of what information you would supply?   

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________  

For Information:

Generally most of the larger venues in South Africa offer bid document assistance in the form of coloured photos, brochures, consultation, etc, providing information about geographic location, airports in the vicinity and infrastructure.

· Do you quote advertised/printed rates?

For Information:

If the event is a few years away, include a contingency amount for annual increases.

1.2 Suppliers

Do you include pictorial and hard copy examples of information from all suppliers i.e.

· Décor

· Transport (photo of buses, micro buses etc)

· Production

· Simultaneous Translation

· Brochure design

· Name badges

· Bags      

1.3 Messages of Support

· Do you include the above, from the Mayor of the host City, Ministers of Government departments (if applicable), hotel groups, convention centres etc. 
1.4 Do you provide information on

· Medical facilities

· Visa requirements

· Travel and tours

· Safety and security 

· Banking facilities

· Pre and post event tours (to include provisional pricing and programme)

· Have you assisted a local or national client with putting together a bid for an international Conference?  

Any additional comments on the above: 

________________________________________________________________

________________________________________________________________

2. CONTRACTUAL ARRANGEMENTS

2.1 Professional Conference Organiser attendance

Do you attend?

· Scheduled pre-event meetings

· Supplier meetings

· Build up, duration of event and break down 

· Scheduled post-event meetings         

2.2 Event Management fee
Do you charge an event management fee?

· yes





· no
           
2.3 Contract

Do you ensure that you obtain the following information:

· The name of the organisation you will be contracting with and its legal entity

· The name of the person   

· Street and Box addresses

· Confirmation of fee payment details

· Guarantees in the event of a loss or cancellation   

2.4 Cancellation

· Do you always write a cancellation clause into the contract? 


Any additional comments on the above:


____________________________________________________________


________________________________________________________________


________________________________________________________________

3. DRIVE THE PLANNING PROCESS AND ACT AS THE CONFERENCE SECRETARIAT  

 Do you:
· Establish committee structure and responsibilities

· Prepare a critical path

· Establish meeting schedules

· Provide boardroom meeting facilities 

· Establish offices as the forum secretariat to be the sole telephone and mailing address for the event 

· Handle day-to-day inquiries

· Provide agendas for committee meetings

· Minute meetings

· Formulate a working document that will provide the framework for the organisation of the entire event 

· Organise inspection trips for international committee members

· Draft a final report on the event proceedings    
Any additional comments on the above:

_________________________________________________________

__________________________________________________________________________________________________________________

4. FINANCIAL PLANNING AND CONTROL

4.1 Budget Document

· Do you assist with the preparation of the budget document, this to include income and expenditure.

· Do you include any possible projected sponsorship, exhibition income/expenditure?

· Prepare sensitivity analysis of different breakaway scenarios 

4.2 Supplier Quotations and Contacts

· Do you co-ordinate supplier quotations and contracts and liaison with these suppliers.  Review all deadlines and keep to these deadlines.  The client should be appraised of these deadlines prior to signing any contracts – ensure that the client understands his/her liability.  

· Reconcile all suppliers’ accounts on an ongoing basis in liaison with the organising committee.  

4.3 Registration Fees

· Do you assist with the formulation of registration fees 

· Delegate/Accompanying Persons




· Day delegates

· Early and late fees

· Exhibitions

· Speakers/VIP Guests/Invited Guests etc.

· Do they pay fees?

· Social events

· Are they included/excluded in the registration fee?  

· Collection of registration fees up to and including registration day and thereafter if necessary.  
For Information:

Fees could have already been set by the client/association or would be subject to a committee debate.  It is advisable to try and establish all relevant criteria.

Remember that if the delegate registers for early registration, this money should be paid, as close to the cut off day as possible – therefore you would need to debt collect on behalf of the client.  You would need to negotiate with the client as to what his requirements for this debt collection would be e.g. do you automatically upgrade the delegate to the later fee?

4.4.  Bank Account

· Do you insist on a separate bank account for the event?  

For Information:

This assists in the final reconciliation.  Either establish a conference bank account and/or bank into an existing bank account.  If you are establishing a new account, there should be three signatories; a member/partner/director of your company who has signing powers on your own company account and two from the Conference Committee.  Generally only two of the three signatories are necessary when administering the finances.

4.5  Cash Flows

· Do you predict expense cash flow in liaison with the organising committee?  

For Information:

This should include income and expenditure and should be done over your entire contractual period, including some time after the event.  Cash flows should be updated at every meeting.

· Do you ensure that any funding is adequately tracked and accounted for?  

For Information:

Once the expense cash flows are established and if funding for the event through the association is a problem, there is a possibility of liasing with a financial institution for pre- finance

4.6  Financial Administration

Do you provide a full accounting service, including:

· Income cash flow

· Income and expenditure statement

· Monthly management report

· Management of the bank account, moving surplus income to maximum interest bearing accounts.

· Management of credit card payments.  As no one-off event can qualify for a merchant number, the PCO would have to supply this facility to the clients via their own merchant account and manage it on an ongoing basis. 

· Assisting with foreign exchange rates and ensuring that the on-line registration and e-commerce is kept up to date daily with changing rates etc. 

· Keep up to date with current taxation liabilities e.g. VAT etc.

· Supply final account reconciliation and final management reports    

For Information:

The depth of these would be dependant on the client’s requirements but very often they would need to be kept to outside audit responsibility.  The auditors should be able to have access to all files relating to the event and should not have to incur extra time when producing the final audit because the accounts have not been managed professionally.

4.7 Insurance 

PCO

· Do you take out insurance and if so, what type? _______________________
______________________________________________________________
For Information:

This should not be negotiable.  The client is generally the first to face a claim but the PCO could also face claims, depending on involvement.

Event

·   Do you take out additional insurance?

For Information:

It has become a requirement by venues in South Africa to take out insurance. The least being Public Liability on behalf of the organisers.  It is however, suggested that you negotiate a more comprehensive insurance policy protecting the client against strike, natural disasters, national mourning etc.

Any additional comments on the above:

___________________________________________________________________________________________________________________________________________________________________________________________________

5. NEGOTIATIONS AND FINALISING OF ARRANGEMENTS WITH THE VENUE AND HOTELS.  

Do you:
· Assist in the final selection and negotiation of accommodation, rates and conference venues

· Confirm all bookings of meetings and function facilities 

· Formulate framework of daily activities

· Ascertain and monitor review dates for all venues

· Advise optimum layout of all event and meeting venues

· Supply final numbers and rooming lists to all relevant venues in keeping with contractual obligations to these venues.

· Are you aware of financial obligations that the venues/accommodation place on the client and do you facilitate accordingly.

· Do you religiously adhere to the deposit requirements of venue/accommodation and not default without prior consultation with the venue/accommodation?

Any additional comments on the above:

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

6.  
PROCESSING OF REGISTRATION AND ACCOMMODATION DOCUMENT

Do you:

· Acknowledge replies by means of an International industry standard Conference Management System.

· Supply an on-line registration and payment facility in any currency

· Supply customised lists as a result of registration input

· Effect on site registration procedure

· Prepare conference packs

· Handle receiving of delegates

· Effect Name badge production and distribution

· Effect voucher production and distribution 

· Pack delegate bags

· Ensure financial reporting and conference management reports reconcile 


Any additional comments on the above:

___________________________________________________________________________________________________________________________________________________________________________________________________

7. CO-ORDINATE SOCIAL EVENTS AND ACCOMPANYING PERSONS PROGRAMME  
7.1.1 Social Events. 

 Do you:

· Finalise daily event programme

· Co-ordinate all aspects of function

· Theme

· Décor

· Entertainment

· Set up

· Equipment 

· Seating plan

· Menu

· Bar

· Sequence of events

· Dietary requirements

· Assist with selection of off site venues, operators and catering companies 

7.2 Accompanying persons programme

· Co-ordinate all accompanying persons tours and activities
· Decide if part of registration fee

· Prepare separate correspondence/programme details for accompanying persons

· Ensure that programme is not too demanding, not leaving time for hairdressers/shopping

· Ensure sufficient information (have to get back to you.)


Any additional comments on the above:

___________________________________________________________________________________________________________________________________________________________________________________________________

8. CO-ORDINATE RAISING OF SPONSORSHIP AND EXHIBITION WITH TRADE


8.1. Sponsorship – do you offer the following services?

· Identify potential sponsorship opportunities, put a value to them and list benefits to sponsor

· Liaison with a preferred supplier of this service, generally on a commission basis
· Take on the responsibility yourself.  
For Information:

This is not suggested unless you are fully conversant and have personal introduction into the industry, the conference is revolving around.


8.2. Exhibition

Do you: 

· Provide advice in respect of the feasibility of hosting the exhibition linked to the conference?  Should the decision be taken to have an exhibition, either manage the exhibition yourself or liase with, and manage the necessary specialist exhibition subcontractor.


Any additional comments on the above:


________________________________________________________________
________________________________________________________________
________________________________________________________________

9. CO-ORDINATE TOTAL PROMOTIONAL ACTIVITY

             9.1 Announcements



      Do you:

· Assist with the preparation of announcements

· Compile, distribute and process announcements and registration forms

· Co-ordinate design, printing and production of all sales and marketing material, including 

· Web 

· Site design and on line registration and payment procedures

· Manage the event web site by regular updates, enhancements and changes 


9.2 Advertising


Do you: 

· Provide advertising, design & media assistance?   
For Information:

Unless you have the in-house ability, this service could be outsourced to a preferred media specialist to assist with all aspects of the Advertising and media brief.  This supplier, as with all the others would have to be managed by the PCO in conjunction with the appropriate committee.

Alternatively, the client would use their own preferred supplier.

10. CO-ORDINATE ALL SPEAKER ADMINISTRATION AND ABSTRACTS


10.1. 
 Call for Papers/Abstracts

· Do you receive responses to Call for Abstracts and/or Papers and co-ordinate proceedings on CD ROM or hard copy format

· Prospective authors could send their Abstracts and/or Papers electronically to the PCO.  Do you automatically divert to the appropriate committee members who would review them and then either confirm or reject them? 

· If it is only Abstracts that are being called for initially, once the Abstracts have been accepted/rejected, do you liase directly with the prospective author in order to receive full papers in line with deadlines and to ascertain their registration, travel and accommodation requirements.   


For Information:



Papers that are accepted/rejected, the same procedure should be followed.



10.2.  Poster Presentations




Do you:

·   Manage all poster presentations in accordance with the Call for        Papers/Abstracts and in liaison with the exhibition supplier or should there be no exhibition, with a supplier of the appropriate shell scheme. 

For Information:

Under no circumstances should posters be affixed to any walls in the venue.



10.3. General


       Do you handle:

· Co-ordination of all accommodation, transport, transfers and visa requirements

· Co-ordination of all Keynote speakers and VIP arrangements

· Co-ordination of all speaker audio visual requirements

Any additional comments on the above:

________________________________________________________________

________________________________________________________________

________________________________________________________________

11. CO-ORDINATE AND MANAGE ALL TRANSPORT, DAY TOURS AND PRE- AND POST CONFERENCE TOURS

 11.1
   Airport transfers

· Do you decide with client if airport transfers are part of delegate fee, and if not, set up system to offer this service?  Set up and run "Meet and Greet" at the airport.

11.2 Transport between hotels and venues and social events

· Set timetable for efficient collection and drop off.

· Appoint a transport coordinator to ensure coaches properly prepared, well signed and work to schedule.

11.3 Day tours

·  Do you offer a selection of day tours – especially at weekends?

For Information:


         These should be easy to book and price must be market related.

11.4 Pre- and post conference tours

· Special tours to other parts of the country should be offered to delegates.

· Travel and tour desks should be manned throughout the conference.

11.5   Airline ticketing


  
Do you:

· Negotiate group discounts with airlines, both domestic and international

· Book and issue tickets

· Confirm onward reservations

12. MANAGE THE EVENT INCLUDING FINAL PREPARATIONS

12.1 Registration items


  
Do you:

·    Obtain quotations/samples and arrange supply of all conference material e.g.; 
· Folders/briefcases

· Name Badges

· Signage

· Flags and banners

· Stationery

12.2 Registration, information and support services




Do you provide:

· On site enquiry desk

·   Invitations to keynote speakers and/or specially invited guests

·    VIP care including the appropriate protocol arrangements for visiting government dignitaries

·   Gifts - for speakers and/or delegates

· Press office 

· Speakers' preparation room

·    Professional Conference Organiser's office

· Liaison with the appropriate protection services i.e.: security, medical and fire risk

For Information:



This needs to be staffed by efficient, capable staff.  The office needs to have e- mail/internet facilities


12.3   Technical (Production) services/staging/decor





Production





Do you:
· Appoint a production director who would obtain quotations, contract with suppliers and co-ordinate all of the following;

       


Do you manage:
· Audio-visual and staging

· Video Conferencing

· Photographic service

· Recording facilities

· All speaker equipment requirements

· On site management of all equipment and production requirements

· Opening Ceremony

· Closing Ceremony

· Gala Dinner

· Networking Event




Translation

· Do you obtain quotes for and manage in association with the audiovisual supplier

· Supplier of simultaneous translation facilities

· Supplier of translation facilities (recording, minutes, etc) of Congress documentation





Décor

· Do you manage all décor in association with the audiovisual supplier?

13. BRING FINANCES TO A FINALITY AND PRODUCE A POST MORTEM

·   After the conference do you chase up any outstanding registration and sponsorship monies and process any refunds?

·  Do you aim to finalise an interim income and expenditure account and balance sheet within 90 days?

·  Do you prepare a post mortem report with as much detail as possible to assist the organising committees of future conferences to benefit from your experience?


Any additional comments on the above:


_____________________________________________________________________
_____________________________________________________________________


_____________________________________________________________________


14. ADDITIONAL SERVICES PROVIDED 

If you feel that there are any additional services that your company offers to clients, which are not already listed above, please state these in the space provided below.

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Section D 
Part 3:   DECLARATION

Please read the following and sign to agree with the SAACI Conference & Events Chapter’s code of conduct.

Name of Company

has agreed to abide by the Code of Conduct stipulated below for SAACI accredited professional conference organisers:

Preamble:

SAACI Accredited PCO’s practice shall be defined as the deliberate, planned and sustained effort to establish and maintain mutual understanding between clients and service providers within the conference, meeting, seminar and congress industry in the best interests of all parties concerned.

SAACI  Accredited PCO’s will conduct themselves in accordance with this Code of Conduct and respect and adhere to the Constitution of the Republic of South Africa. 

Professional conduct:

In the provision of professional services, the SAACI  Accredited PCO member shall:

1. conduct themselves fairly, honestly, responsibly and with integrity, giving due respect to their clients’ and suppliers needs. 

2. Make available to any client or service provider this Code of Conduct. 

3. Maintain and reasonably protect the client’s confidentiality.

4. Not add to venues quoted Group & Convention Rates, Rack Rates, Day Packages or printed prices without informing the clients, unless such rates are provided to the member as a “nett rate” in a separate contract between the vendor and the member.

5. Not entice or solicit business by offering a client  representative, in their personal capacity, a portion of any commission  or revenue earned.

6. Ensure that accurate financial records are maintained regarding all funds and/ or deposits received from clients and ensure that such moneys are responsibly handled and paid timeously to service providers in terms of reasonable contractual obligations.

7. Ensure that their clients are informed of the terms and conditions attached to the service that the member provides.
Professional conduct of Accredited PCO’s towards service providers.

In all dealings with vendors and other service providers the Accredited PCO shall:

1. Endeavour to release or confirm provisional bookings timeously. All confirmations should be provided in writing.

2. Endeavour to comply with all reasonable service provider contractual requirements. 

3. Reasonably be expected to make the client aware and comply with third party service providers’ contractual terms and conditions, and potential penalty clauses relating to service providers requirements, where such requirements have been adequately conveyed to the Accredited  PCO 

4. Provide the service provider with the clients‘ name when provisionally booking enquiries.

Professional conduct between SAACI  C & E  CHAPTER members

In all dealings between members, SAACI C & E  Chapter member shall:
1. Not actively pursue a client that has already contracted (verbal or written) with another SAACI C & E  CHAPTER member.  This does not preclude a SAACI C & E CHAPTER  Member from providing their services should the client be prepared to make a change and informs the other SAACI PCO CHAPTER member that their services are no               

longer required or where the client has asked other SAACI C & E Chapter members to quote on the job.
2. Be duty bound to inform the National Committee of SAACI C & E CHAPTER, in writing,  if  it has come to their attention or they have reason to believe a member has been engaged in practices that are a breach of this Code of Conduct, the SAACI constitution and  by-laws.

3. Will not maliciously injure the professional reputation or practice of other SAACI C & E CHAPTER members.

Professional conduct of SAACI C & E CHAPTER members towards SAACI C & E CHAPTER
1. Respect the dignity and decisions of SAACI, the SAACI C & E Chapter, National  Committee and all other appointed committees.

2. Abide by all ratified by-laws, codes of conduct, arbitration committee rulings and articles of the SAACI  constitution.

3. Not publicly slander or publicly bring the Chapter or Association name into disrepute.

4. Pay timeously all fees levied by the body.

5. Endeavour to attend all duly constituted SAACI C & E CHAPTER meetings as stipulated in the constitution.

6. Appear before the committee or a Mediation board should the committee deem this necessary, to be allowed to state their defence against any allegations of breach of this Code or the SAACI constitution and /or its by-laws

7. Agree to abide by the decision of the Mediation Board  and accept that membership will be terminated if the Accredited PCO is found to be in breach of the Code of Conduct

I, the undersigned (name and status of person signing) _______________________________

___________________________________________________________________________

of (company name)___________________________________________________________

declare that all the information supplied in this application is true and correct.  I also agree to adhere to the code of conduct for SAACI members and to the SAACI constitution at all times, and I agree to abide by the SAACI PCO Chapter code of conduct and constitution at all times.

I/we further declare that __________________________________________ (name of entity) in applying for accreditation is currently solvent and for the foreseeable future will remain solvent. I further agree to notify SAACI immediately should this situation change. I agree to notify SAACI should there be a fundamental change in the ownership of the business (more than 50% sold) or the personnel and services of the business.

Name

Date

____________________________________




Signed









____________________________________




Witness









I am applying to be accredited as a (Please tick):





SAACI Accredited Conference Organiser (SACO)


SAACI Accredited Professional Conference Organiser (SAPCO)


SAACI Accredited International Professional Conference Organiser (SAIPCO – Sub-Categories A & B)
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