[bookmark: _GoBack]ST KILDA TOURISM & EVENTS
TOURISM COLLATERAL DISPLAY POLICY:

OVERVIEW: 
The St Kilda Tourism & Events Visitor Information Service operates from a 1974 VW Kombi van.  The service operates with volunteers, made up of passionate local residents and students with an interest in tourism.  All signed up members of the St Kilda Tourism Association are entitled to have their business collateral (flyers and other literature including maps, booklets, magazines and tourism publications) displayed at the Kombi.  This collateral will promote events and attractions within St Kilda and the City of Port Phillip.

RESPONSIBILITY OF THE MARKETING & EVENTS COORDINATOR OF ST KILDA TOURISM & EVENTS:
The Marketing & Events Coordinator of St Kilda Tourism & Events must approve collateral prior to it being displayed.  It is the Marketing & Events Coordinator responsibility to determine and administer the assessment criteria outlined in this policy. 
The display of collateral by the visitor services does not imply endorsement by St Kilda Tourism & Events.  Any false information will result in the denial of collateral being displayed or material being removed from the service.

CRITERIA ASSESSMENT:
The following criteria are used to determine what collateral is approved for display by St Kilda Tourism & Events visitor services:
1. Collateral that promotes tourism in St Kilda and the City of Port Phillip by providing information about destinations, attractions, events and festivals, accommodation listings or activities.
2. The preferred size of brochures is DL.  There is limited space for other sized collateral.
3. Information is accurate and current
4. Event collateral requests are received no less than 20 days prior to the event

COLLATERAL DISPLAY LOCATION AND ROTATION
Due to space limitations, collateral will be rotated according to availability of supplies and to the different themes of information displays.  All new collateral approved for display will be trialled at the Kombi for a period of 3 months.  Visitor demand for the collateral during this time will determine the longer term display of the collateral.

PACKAGING REQUIREMENTS:
Collateral should be delivered to the St Kilda Tourism & Events office:
St Kilda Tourism & Events,
C/o Novotel St Kilda,
14 – 16 The Esplanade,
St Kilda 3182
It must be securely packaged in a box marked with:
· The name of the collateral
· The quantity of collateral
· Business name, contact name, phone number and email address

The Tourism office will contact the supplier by email when additional quantities of collateral are required.
COLLATERAL APPLICATION
Applicants must complete Sections A and B of this form.  We will also require a hard copy of your collateral in order for us to review your application in accordance with our policy.

SECTION A – applicant details

Collateral Name				Contact Name

Organisation					Email

Mailing address				

Phone	


SECTION B –request details

Collateral Category				Attraction
						Official Visitor Guide
						Accommodation Guide
						Tourism Magazine
						Tours
						Other Tourism Publications (Please list)
						_________________________________________

Collateral size					DL
						A5
						Other
						_________________________________________












AGREEMENT:
On behalf of_________________________________  I,________________________________
		(organisation name)				(person’s name)

Request approval for the enclosed collateral to be distributed through St Kilda Tourism & Events visitor services.  I understand that if my collateral is approved:
· The collateral will be displayed at the Visitor Information Kombi van
· I agree to forward a pre-approved supply of the brochure to the St Kilda Tourism & Events office.
· I agree to mail/deliver additional quantities to St Kilda Tourism & Events if required.
· I have read the Tourism Collateral Display Policy and accept the conditions outlined.
· I understand that by signing, there is no guarantee of acceptance of my collateral for display.
Declaration and Indemnity:
That in consideration for St Kilda Tourism & Events accepting my application, I warrant that
· I agree to indemnify St Kilda Tourism & Events in respect of any liability claim that may be made against it by any breach of the above warranties.
· I agree to abide by these terms and conditions, and I hereby warrant that I am duly authorized to sign this agreement.
· I agree that the Marketing & Events Coordinator reserves the right to remove the collateral should the same not meet the trading terms of St Kilda Tourism & Events.

Signature________________________________________  Date_________________________

Please return completed application to:
General Manager				or email:
St Kilda Tourism & Events			info@stkildamelbourne.com.au
Novotel St Kilda
14-16 The Esplanade
St Kilda 3182

Section C – Office use only

Approved				Not Approved			Withdrawn
Authorized by:___________________Quantity_____________	Date: ___/___/___

Entered into database by________________________________	Date: ___/___/___
	
					







