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ANNEX D
INCENTIVE SCHEME TO SUPPORT CONFERENCE BIDDING AND

SALES CALLS TOWARDS THE ATTRACTION OF

CONFERENCE AND INCENTIVE TOURISM TO CYPRUS 
PERSONAL DECLARATION
Ref. No.: 01.14.003

Date:

To:

Director of Tourism
Strategy Department
Cyprus Tourism Organisation
I hereby declare that all the data and documentation I am submitting towards the payment of the financial support are true and correct and all the necessary documentation is submitted as mentioned in the checklist below, in accordance with the terms and conditions of the Scheme.   
Signature: ………………………..……….…………….……………….

Name in full: …………………..…………………………………

Position: …………………………………………………………………….

Name and stamp of the beneficiary 

……………………….……………………………………………………..

CYPRUS CONVENTION BUREAU 

CYPRUS TOURISM ORGANISATION
REQUIRED DOCUMENTATION FOR THE PAYMENT OF THE APPROVED AMOUNT  OF FINANCIAL SUPPORT ON THE BASIS OF ACTUAL EXPENSES INCURRED – CATEGORY A
All the claims for the payment of the amount of financial support must be received by the CTO one month following the completion of the trip, at the latest. Any delay leads to the loss of the financial support.  

After the completion of the trip the following documentation must be submitted to the CTO by e-mail: 

1. A letter from the beneficiary on the company’s official letterhead which will include a brief report on the outcome of every sales call organized during the trip.  Correspondingly, in the case of the hosting of a professional lunch/dinner, the letter must include a brief report on the results of the above event (contacts made, promotion conducted etc.)  With this letter, the beneficiary must also be requesting from the CTO the payment of the financial support against actual expenses incurred. 
2. Submission of the final account of sales calls conducted abroad, containing all the communication details for every sales call.  Correspondingly, in the case of a professional dinner, the final list of participants with their full contact details must be submitted.

3. Depending on the expenditure approved for financial support, the submission of copies of invoices and payment receipts for the purchase of airline ticket, hotel accommodation and the professional lunch/dinner is required.  The copies of invoices and payment receipts for the professional lunch/dinner must be analytical and be stating the number of persons charged.  All the aforementioned documentation must be issued to the name of the beneficiary.

4.
 The Personal Declaration duly signed by the beneficiary (Annex D.) 
The amount of financial support will be paid to the beneficiary only after all the aforementioned documentation has been submitted and pursuant to the compliance with all the terms and conditions of the Scheme.  In the case where the required documentation submitted is not complete, the payment procedure shall be discontinued.
REQUIRED DOCUMENTATION FOR THE PAYMENT OF THE APPROVED AMOUNT OF FINANCIAL SUPPORT ON THE BASIS OF ACTUAL EXPENSES INCURRED – CATEGORY B
All the claims for the payment of the amount of financial support must be received by the CTO one month following the completion of the trip, at the latest. Any delay leads to the loss of the financial support.  

After the completion of the trip the following documentation must be submitted to the CTO by e-mail: 

1. A letter from the beneficiary on the company’s official letterhead which will include:

(a) General comments on the presentation of the bidding proposal for the hosting of the conference in Cyprus.

(b) The outcome of the bid submitted.

(c) A request for the payment of the financial support against actual expenses incurred.

2. Copies of invoices and payment receipts for the purchase of airline ticket and hotel accommodation must be submitted. All the aforementioned documentation must be issued to the name of the beneficiary.
3. The Personal Declaration duly signed by the beneficiary (Annex D.)
The amount of financial support will be paid to the beneficiary only after all the aforementioned documentation has been submitted and pursuant to the compliance with all the terms and conditions of the Scheme.  In the case where the required documentation submitted is not complete, the payment procedure shall be discontinued.
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