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REFER TO REGISTRATION PROCESS (FORM 1)
ICDL REGISTRATION APPLICATION (FORM 2)
(Please submit electronically as a Word document or PDF. Separate application is required for each site)

STEP 1:


	THE MANAGER AT THE CENTRE completes the following:

The application form (attach all relevant documentation required)



STEP 2:


	SEND THE COMPLETED APPLICATION FORM, CONTRACT AND ALL RELEVANT DOCUMENTATION TO:

I-School, Stand No 37889,Lunsemfwa Road, Lusaka, Zambia.
Also send a soft copy to enquiries@icdl.org.zm



STEP 3:

	THE ICDL WILL DO THE FOLLOWING:

· Advise if any documentation is incomplete or outstanding.

· Your centre will be issued with an Invoice for Registration and Skills Cards.

· Once payment has been made and all documentation is complete and satisfactory, an Auditor will be sent to your centre to do the Site Visit. (Please note that the Registration Fee is non-refundable once the Auditor has been to evaluate your site).




STEP 4:

	IF APPROVED; THE ICDL OFFICE WILL SEND:

· a letter to confirm status as an ICDL Centre

· a copy of the Contract

· a certificate to confirm ICDL status

· the Skills Cards you have paid for
· advertising brochures and posters



Please do not advertise or use the ICDL/ECDL names or logos until your registration has been accepted and you have Skills Log Books / Skills Cards in stock.

Application for Registration

In the case of organisations operating at more than one site, a separate application must be submitted for each facility.

1.  ORGANISATION

Centre known as (Trading as): 


Registered name of centre: 


Company/CC registration no: 


Type of Business: 


VAT Number (ZM): 


Registered as an Education/Training institution with (e.g. TEVETA): 

Registration no. with authority above: 


Date organisation established: …………………… Date IT training started: 


2.  HOW SHOULD YOU BE LISTED?
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  Public Centre                  Private Centre

Centre Category:       

	
	Commercial
	
	
	NGO

	
	Private School
	
	
	Government School

	
	Government
	
	
	University

	
	In House
	
	
	


Prospective customers should phone: 


Prospective customers should e-mail: 


Prospective customers should check www: 

3.  ADDRESS
Postal Address: 


City/Town
Province


Postal Code
Country 


Physical Address: 


City/Town
Province


Postal Code
Country 


Tel:
Fax: 


4.  PERSONNEL

Directors, members, partners, owners. (Supply information on a separate sheet if necessary)
	Surname
	Initials
	Nationality
	ID No.
	Director/

Member/

Owner

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Managing Executive/Principal 


ICDL Co-ordinator: 


ICDL Co-ordinator direct phone no: 


ICDL Co-ordinator cell no: 


ICDL Co-ordinator e-mail address: 


5.   REFERENCES
Affiliations: (e.g. Chamber of Commerce) 


Other Accreditations   (e.g. A+) 


Bankers: 


Branch: 


Account no: 


Auditors: 


Address: 


Phone No: 


6.  PROPOSED COURSE

Target Audience: 


Products that will be offered:             ICDL Core (                ICDL Advanced  (


Estimated no. of candidates per year: 


Agreed Number of Skill Log Books / Skills Cards to be purchased per year:


Date of first purchase:


Duration & distribution of course (e.g. 60 hrs over 20 Saturdays)


Proposed costs of training courses: 


Agreed amount of ICDL Tests per year (if offering tests): 


OR send candidates out to another Test Centre (Centre Name): 


7.  HARDWARE

Server

Processor type/speed: 


Memory: 


Hard disk: 


Backup Type:


Workstation

Number of workstations: 


Processor type/speed: 


Memory: 


Hard disk: 


Screen type/size: 


Printers: 


Network connection: 


Is any Assistive Technology installed (for candidates with special needs)?


8.  SOFTWARE

Server

Networking software:


Backup software:


Is the backup stored in a secure place, please elaborate:


Other:


Workstation

Networking software:


Operating System:


Word Processor:


Spreadsheet:


Database:


Presentation Tool: 


E-mail Package: 


Browser:


Other:


Please note that it is the responsibility of the ICDL Centre to ensure that all computers at the ICDL centre have properly licensed software.

9.   Testing Rooms / Assessment Room
Number of Testing Rooms  
Size in SQM (approx)


Layout:


Candidate space:


Lighting, Natural / Artificial:


Ventilation/Air conditioning:


Is the room/s suitable for testing?  YES    /   NO

10.  BUILDING 

Secure Storage Facility for ICDL Material:


Security:


Parking:


Reception:


Candidate Lounge:


Toilets: Female:
Male


Other facilities/areas:


Disabled access:


	Signed…………………………………………….Date ………………………………………………

Name(please print)………………………………Function ………………………………………….




	Kindly attach the following documents to your application:

1. Certificate of incorporation, CC, or company 
2. Trade Mark or Logos (if any), attached          


3. Trainer Application Form(s) 


Public Centres: receive candidates from outside the organisation. Training and testing will always be by appointment.


Private Centres: train and test candidates from within the organisation only.  A university for instance could decide to offer the ICDL to its own candidates only.  (Some universities do offer courses to outsiders and are thus “public”.)  Please enter a ‘X’ in the box
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