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confersense 251 Bank Street ~ Suite 401 ~ Ottawa ~ Ontario ~ Canada ~ K2P 1X3

planners inc. Tel: (613) 232-4414 ~ Fax: (613) 232-0120 ~ chuck@confersense.ca

Toll Free: 1-877-903-3882 ~  www.confersense.ca

 
February 4, 2008

Ms Christine Matheson
ERAPPA 2011 Co-Chair
Manager, Administrative Services
Facilities Management, Dalhousie University
1236 Henry Street
Halifax, NS, B3H 3J5

Dear Ms Matheson,

Thank you for inviting  me to put together a proposal to once again work with ERAPPA

to help organize the 2011 Conference, scheduled to take place in Halifax.  confersense

planners is a full-service conference organizing firm with the personnel and experience
to make your next conference a memorable success. We specialize in organizing
meetings taking place at the local, regional, national and international levels.  

Whether your meeting takes place in Canada or abroad, you can count on confersense
planners' expertise and worldwide network of colleagues to ensure a quality, cost-
effective conference, meeting or event.  We are also one of the few firms that guarantee
that our rates will not change or increase beyond the quoted price unless there is a
fundamental change in the requirements of the contract.

I invite you to review the attached proposal and to indicate your acceptance of it by
signing the attached form and returning it to me by fax at your earliest convenience.  
Note that all information contained herein is confidential and proprietary, and that the
offer expires and may not be honoured if not signed by March 1, 2008.  Please do not
hesitate to contact me if you have any further questions or wish to negotiate any points of
the contract.  Looking forward to working with you to ensure that your forum is a
complete success, I remain,

Yours sincerely,

Chuck E. Schouwerwou, CMP Past President, Ottawa Chapter
President & Principal Meeting Planner Meeting Professionals International
chuck@confersense.ca
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About confersense planners inc.

We are a local Ottawa firm with connections across Canada and the world through our extensive network
of trusted suppliers and colleagues.  At 8 years old, the company is now rated as one of the 10 largest
professional conference organizing firms in the National Capital Region.

We also pride ourselves in being one of the most technologically advanced meeting planning company in
Canada.  Finally, confersense planners inc. believes in ethical, honest and transparent business practices,
and is committed to operate in accordance with the Meeting Professionals International’s Principles of
Professionalism.

Working Relationships and Approach to Work

It is our goal to ensure an excellent working relationship with your staff, your delegates and our service
suppliers.  We believe you will find working with our team educational and fun.  Not only do we like to
explain why and what we do, but we like to share the fun we have while we do it.  Work for us is fun due
to the social nature of the industry and because we enjoy the careers we have chosen.

Office Staff, Experience & Certification

confersense planners is made up of five energetic, dedicated team members.  Most of our Ottawa-based
staff are bilingual and have over five years of meeting planning experience.  Further, our staff’s
experience has largely been related to meetings that have taken place in many different cities across
Canada.  

confersense planners inc. President and Principal Meeting Planner, Chuck E. Schouwerwou CMP, has
been a dedicated professional conference organizer for over 17 years.  Holding degrees in Psychology
and Business Administration, he has earned his Certified Meeting Professional (CMP) designation from
the Convention Industry Council (1996 - present).  As Conference and Committee Coordinator for Health
Canada's Division of Immunization from 1992 to 1999, Schouwerwou organized the Canadian National
Immunization Conference and other immunization related conferences and meetings.  He also served as
administrator for a number of national advisory committees and working groups.  Since founding
confersense planners inc., he has had the pleasure of working with a variety of government departments,
societies and associations, universities and private sector companies.  

Schouwerwou has also been a guest speaker at a number of schools and conferences, often on the topic of
the use of computer technology in the meetings industry.  Schouwerwou is also a Past President of the
Local Chapter of his industry’s professional association, Meeting Professionals International. 
Internationally this association boasts over 20,000 members in over 60 countries.  He is also a member of
the Canadian Society of Association Executives (CSAE), the Ottawa Tourism and Convention Authority
(OTCA), the Canadian Society of Professional Event Planners (CSPEP) and the Better Business Bureau.

confersense planners' other great team members currently include Nick Sont, Monique Trottier, Linda
Carroll, Denyse LaRose and Ed Schouwerwou.  

Nicolaas (Nick) Sont, Meetings Coordinator, is new to the meetings industry and is training towards
becoming a certified Meetings Manager with the company.  

Monique Trottier brings over ten years of conference experience and focuses on the management of
registration systems, speakers, travel, volunteers and abstracts at events organized by the company.  

Linda Carroll, Denyse Larose and Ed Schouwerwou round out the company by providing registration
and clerical support to the staff and work on-site at conferences as registration staff.
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Staff Security Clearances & Computer Security Systems

Chuck Schouwerwou, CMP and Monique Trottier both possess Secret Security Clearance.  confersense
planners inc. has also instituted computer system security measures to protect data and files.  All of our
on-line database systems are stored securely off-premises and are backed up on a daily basis.  All office
file systems are disk duplicated daily and are backed up to tape twice a week.

Technology and On-Line Registration / Communication Systems

confersense planners is one of the most technologically advanced meeting planning firms in Canada.  We
are technologically prepared to handle conferences with multiple and concurrent sessions, along with
various types of delegates.  We use one of the best available meeting management software packages in
conjunction with an experienced staff and our partnership with a cutting-edge local .com company.  We
use the latest technology to schedule and manage your sessions, handle all aspects of on-line and off-line
registration (multiple registration categories permitted), delegate electronic communication/e-marketing,
on-line abstract submission and evaluation, and on-line sponsorship/exhibit sales and management.

Our secure registrations systems are capable of fully automated on-line registration, that can process
credit card payments with automatic deposits in both Canadian and US currency.  The system can also
issue electronic receipts and confirmations by e-mail in order to cut back on paper usage and staff time. 
The system can be used to set up an on-line housing bureau to make arrangements for hotel
accommodation, and can also be used to manage / assign exhibits and sponsorship.

Another great feature of our on-line system is its capabilities to facilitate communication with contact
databases, registered delegates, speakers and other definable groups.  Once your database is imported, e-
marketing becomes a simple task.  Also, as our systems are Microsoft compatible, exporting databases
and lists are accomplished with ease.

Strategic Partnerships & Experience Working with Facilities and Service Providers

confersense planners inc. is proud to have forged many strategic partnerships with suppliers and
colleagues across the country and beyond Canada’s borders.  Many of these relationships stemmed from
before the company was formed through networking and business dealings conducted by the company’s
senior planners for over fifteen  years. These partnerships have been formed with suppliers through many
years of doing business with them and through active involvement in organizations like Meeting
Professionals International and the Canadian Society of Association Executives.  These partnerships
benefit our clients by often resulting in lower than normal costs on contracted services - our supplier
partners consider the overall business volume of the company when pricing individual contracts for our
clients.  This means we can usually offer our clients lower prices for contracted services than many of
our competitors.

Financial Planning and Fiscal Responsibility

confersense planners believes in open and honest business dealings.  It is our goal to work with the client
in the development and administration of realistic budgets based on past performance and current prices. 
All financial transactions in the control of our company are reviewed by a Chartered Accountant and a
letter of approval verifying transactions is issued upon completion of the conference.  Budgets are
created based on past experience, program needs and client demands, in conjunction with quotes received
by potential service suppliers.  The company firmly believes in using a formal request for proposals
process to ensure we secure the best quote possible from reputable potential service suppliers.  These are
used to further refine the conference draft budget to permit development and administration of an
accurate working conference budget.  Finally, utilizing function grids and software programs, like Lotus
Approach, budget vs actual expenses are monitored regularly to ensure that spending is kept under strict
control.
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Experience with Conference Planning / Examples of Organized Conferences
As a full-service meeting planning firm, confersense planners is fully versed and experienced in the 27
major meeting planning functions as defined by the Convention Industry Council (CMP Certification
Program).  Our practise is to start off with developing a detailed function grid, then base all conference
organizational components on that standard form which is used as a common working document by the
client and our company.  Some examples of conferences organized include:

ASSOCIATION CONFERENCES

National Conference for Young Women Living With Breast Cancer (2007), Canadian Breast Cancer
Network & Rethink Breast Cancer

S 325 delegates, plenary Sessions and multiple concurrent sessions, with satellite meetings
in advance of the conference (Public Health Consultation, Board meeting and AGM)

S full conference services provided (site selection, event planning / design, logistics, online
registration and housing services with secure credit card payment, budget/financial
advice, special events and social functions, etc.)

ERAPPA 2007 Conference (2007), Eastern Regional Association of Physical Plant Administrators
S 600 delegates, plenary Sessions and multiple concurrent sessions, Board meeting and

AGM
S full conference services provided (site selection, event planning / design, logistics, online

registration and housing services with secure credit card payment, budget/financial
advice, special events and social functions, etc.)

Gathering Wisdom 2005 APHA Gathering (2005), Canadian Aboriginal AIDS Network
S 100 delegates, plenary sessions and multiple concurrent sessions
S full conference services provided (site selection, event planning / design, logistics,

registration, financial management, travel, social functions, etc.)

Association of Public Health Epidemiologists Annual Conference (2001, 2002, 2003, 2004, 2006, 2007)
S 100 delegates, plenary sessions
S full conference services provided (site selection, event planning / design, marketing,

logistics, registration, financial management, social functions, etc.)

Canadian Ophthamalogical Society Annual Conference (2002, 2003, 2004, 2005)
S 900 delegates
S on-line secure registration services with secure on-line credit card payments, on-site

registration services & post conference reports

Canadian Conference on International Health (1998, 1999: full conference management; 2004 - 2007: 
on-line registration only), Canadian Society for International Health

S 400 - 700 delegates, 20 Sessions (including 8 concurrent sessions of 6 - 8 workshops
each)

S full conference management services provided  (site selection, event planning / design,
marketing, logistics, registration, financial management, social functions, etc.)

Second Canadian Solid Waste Symposium (2004), Solid Waster Association of North America
S 200 delegates, plenary sessions and multiple concurrent sessions
S full conference services provided (site selection, event planning / design, logistics,

registration, financial management, travel, social functions, etc.)
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Canadian Society for Clinical Pharmacology Conference (2003)
S 500 delegates, plenary sessions and multiple breakout sessions
S full conference services provided (site selection, event planning / design, marketing,

logistics, registration, financial management, social functions, etc.)

International Society for Sexually Transmitted Diseases Congress (2003)
S 900 delegates, 20 sessions (including 6 concurrent sessions of 4 workshops each)
S full conference services provided (site selection, event planning / design, marketing,

logistics, registration, abstract submission, financial management, social functions, etc.)

GOVERNMENT CONFERENCES:

Sustainable Cities: Linking Competitiveness with Social Cohesion (2005), Organisation for Economic
Co-operation and Development (OECD) & Infrastructure Canada

S 300 people
S Conference Management Consultation & On-line Registration (event planning / design,

logistics, registration, social functions, etc.)

Regional Medical Officers of Health Quarterly Meetings (September 2005, January 2006, March 2006),
Health Canada

S 25 delegates, plenary sessions
S full conference services provided (site selection, event planning / design, logistics,

registration, financial management, travel, social functions, etc.)

Human Resources Consultation (2005), Public Health Agency of Canada
S 60 delegates, plenary sessions
S full conference services provided (site selection, event planning / design, logistics,

registration, financial management, travel, social functions, etc.)

Canadian Field Epidemiology Training Program (2005 - 2008), Public Health Agency of Canada
S 20 - 30 delegates, plenary sessions
S full conference services provided (site selection, event planning / design, logistics,

registration, financial management, travel, social functions, etc.)

"Iterative Risk Assessment Processes for Policy Development Under Conditions of Uncertainty"
Conference (2005), Health Canada

S 60 delegates, plenary sessions
S full conference services provided (site selection, event planning / design, logistics,

registration, financial management, travel, social functions, etc.)

Transportation of Dangerous Goods Congress II (2004, 2007, 2010), Transport Canada / Canadian
Chemical Producers Association

S 200 delegates, plenary sessions and concurrent breakout sessions
S full conference services provided (site selection, event planning / design, logistics,

registration, financial management, travel, social functions, etc.)

Canadian Integrated Public Health Surveillance (CIPHS) Annual Conference, (2003), Health Canada
S 100 delegates, plenary sessions
S full conference services provided (site selection, event planning / design, marketing,

logistics, registration, financial management, social functions, etc.)
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Canadian Information Technology Security (ITS) Symposium (2001, 2002, 2003)
S 1,400 delegates
S on-line secure registration services with secure on-line credit card payments, on-site

registration services & post conference reports.
S

Crossing Boundaries Conference, Centre for Collaborative Government (2003)
S 350 delegates, plenary sessions and 11 breakout sessions
S full conference services provided (site selection, event planning / design, marketing,

logistics, registration, financial management, social functions, etc.)

Bioterrorism and Public Health: Investigation and Control (2001), Health Canada
S 120 delegates, plenary sessions
S full conference services provided (site selection, event planning / design, logistics,

registration, financial management, travel, social functions, etc.)

HIV/AIDS Programming in Developing Countries Conference (2000), Canadian International
Development Agency

S 180 delegates, 6 Sessions (including 4 concurrent sessions of 4 workshops each)
S full conference services provided  (site selection, event planning / design, marketing,

logistics, registration, financial management, social functions, etc.)

Canadian National Immunization Conference (1994, 1996, 1998), Health Canada
S 800 delegates, Plenary Sessions, Breakout Sessions (including 3 concurrent sessions of 4

workshops each)
S full conference management services provided  (site selection, event planning / design,

marketing, logistics, registration, financial management, social functions, etc.)

Conference Marketing and Promotion

confersense planners inc. believes in a cooperative approach to conference marketing.  We have
extensive experience in working with clients to ensure that the materials match the theme of the
conference.  Upon determining the needs of the client, we work with a team of talented desktop
publishers and printing firms to ensure that promotional and registration materials are developed to meet
the objective of the conference, meeting or event.  Drafts are sent to the client in pdf format by e-mail for
review and correction.  Using this method cuts down on time and expense to the client when compared to
the traditional system of laser proofs sent by courier.  Once approved, we can normally arrange for
materials to be ready for mailing within 5 business days.  Distribution can either be done electronically
using a pdf file format distributed to the clients database or through traditional mailing.  Our preferred
printer is capable at handling major mailings at reasonable prices.

Conference Evaluation Data Collection, Analysis and Reporting

Based on past experience, conference evaluation tools are developed based on the goals and objectives of
the conference and the defined needs of the client.  A conference evaluation form is designed after
consulting with the client on what exactly they would like feedback on.  This might include the
conference goals and objectives, program sessions, individual speakers, the overall conference,
registration, hotel accommodation, hospitality functions, etc.  Data from evaluations can then be entered
into a database for analysis and reporting purposes.  A final report is then generated including evaluation
statistics, delegate comments, delegate recommendations and/or recommendations from the conference
meeting planner assigned to the conference.
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Career Development and Employment Preparation

confersense planners inc. is committed to the ongoing development of its own staff and in helping others
prepare for careers in the meetings industry.  To that end, all regular employees of the company are
active members of Meeting Professionals International (MPI).  Employees are expected to attend all MPI
regular meetings and workshops, and must maintain an active role in at least one MPI Committee.  The
company is also committed to helping others prepare for careers in the meetings industry.  This is
demonstrated by actively supporting the co-op placement program at Algonquin College and by
committing to taking on at least one co-op student per year.  Other co-op students are used for short term
periods on-site at conferences to help students gain first hand experience of meeting management.

Client References:

Ms Anne Babcock
Carleton University / ERAPPA
Manager, Space Administration
Carleton University
1125 Colonel By Drive
Maintenance Building, Rm 200
Ottawa, ON, K1S 5B6
Tel: (613) 520-2600, Ext, 8641
E-mail: anne_babcock@carleton.ca

Ms Kathy Gaebel
Canadian Society for Clinical Pharmacology
c/o St. Joseph’s Health Care
50 Charlton Avenue E.
Hamilton, Ontario, L8N 4A6
Tel: (905) 522-1155, ext. 4901
e-mail: gaebk@mcmaster.ca or
kgaebel@stjosham.on.ca

Louis Laferrière
Senior Manager, Logistics, Technical Affairs
Canadian Chemical Producers’ Association
350 Sparks Street, Suite 805
Ottawa, Ontario, K1R 7S8
Tel: (613) 237-6215, ext. 247
E-mail: llaferriere@ccpa.ca

Ms Jackie Manthorne
Executive Director
Canadian Breast Cancer Network
300-331 Cooper Street
Ottawa, ON, K2P 0G5
Tel: (613) 230-3044 
E-mail: cbcn@cbcn.ca

Katherine Spencer-Ross
Cities Secretariat
Infrastructure and Communities
Infrastructure Canada
605 - 90 Sparks Street
Ottawa, Ontario, K1P 5B4
Tel: (613) 941-7949
E-mail:
Spencer-Ross.Katherine@infrastructure.gc.ca

Ms Carla Troy
National Manager/Program Authority
Skills Enhancement for Public Health Program
Public Health Agency of Canada
130 Colonnade Road, 3rd Floor, East Wing
AL 6503A, Ottawa, Ontario, K1A 0K9
Tel: (613) 941-8558
e-mail: Carla_Troy@hc-sc.gc.ca
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Proposal Assumptions:

This proposal makes assumptions that are listed below.   Should these assumptions prove false,

confersense planners inc. (referred to herein as "the Contractor") reserves the right to renegotiate the

proposal based on the new information.  ERAPPA / Dalhousie University shall be referred to herein as
the "Client".

1. Related printing, postage, courier, and long distance costs shall be covered by the Client.  These
costs shall be paid directly by the Client or reimbursed to the Contractor by the client upon
submission of receipts.  Photocopies shall be reimbursed to the Contractor at the rate of $0.06
(six cents) per copy (an average of 3-4 pages per delegate is normal).

2. The Contractor shall provide experienced staff to handle meeting-related duties.

3. The Contractor shall bill the Client for labour no more than once per month based on an averaged
payment over the life of the contract or as per agreed in writing in the payment schedule. 
Payments not made within 30 days of invoicing shall be subject to a 2.5% per month late service
charge. 

4. Databases and other meeting-related computer files (correspondence, etc.) will be copied onto
CD-ROM and delivered to the Client upon completion of the contract.  Please note that all
software registration systems (including application-related forms, macros, etc.) are propriety
and will not be included in the delivered computer files.

5. The Contractor reserves the right to reassign or change its staff working on the Client’s meetings
upon consulting the Client.

6. The Client shall be responsible for providing all supplies required for the workshop.

7. If the Contractor provides credit card services for registration and/or other services for the
conference, 4.0% of all charges will be deducted by the Contractor to cover service charges
levied by the credit card companies (Canadian currency: VISA, MasterCard, Diners/EnRoute &
American Express can be accepted / United States Currency: VISA and MasterCard can be
accepted).  Additional services charges to be levied if on-line registration is chosen ($1.00 per
on-line credit card transaction). Services charges subject to change dependent of merchant
account suppliers.

8. That the Client agrees to granting the Contractor the right to refuse any pre-registered delegate
that is not Staff and has not paid or provided a signed purchase order.  Waivers to this rule must
be signed by the Client on-site or in advance of the conference.  Further, the Contractor will be
only responsible for any outstanding unpaid registrations based on the waivers and up to the
point that three collection attempts have been made (one on-site at the conference, two by
electronic invoicing after the conference). 

9. After the contractor has negotiated the conference-related contracts, the client shall be
responsible for signing them.  Negotiated contracts may be commissionable.  The contractor
retains rights to any airmiles points or hotel points offered as a result of bringing business to a
given supplier. 
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10. Any contract-related travel will be paid for by the Client.  Airfare or train fare shall be booked at
lowest possible prices.  Reimbursement of expenses (airfare / train fare, accommodation, ground
transportation, meals and incidentals) shall be based on submission of receipts and in accordance
with the client’s policies.

Service Standard Guarantees:

1. The Contractor’s project principal or agreed-upon alternate will be available to meet
with client representatives within 24 hours of request either in person or by
teleconference.

2. The Contractor is capable of producing project documentation in WordPerfect and
Microsoft Office software, including Word, Excel and PowerPoint.

3. The Contractor can communicate using fax, e-mail, telephone (5 cascading lines to avoid
busy signals, including North America wide toll free numbers).

4. The Contractor has a permanent office which is equipped with 24 hour security systems
(against theft and fire), and is staffed regularly on business days from 07:30 a.m. to
17:00 p.m. EST.

5. The Contractor employs a predominantly bilingual English/French staff and can respond
to the needs of the Client and the meeting delegates in the Canadian official language of
their choice.
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BASE PROPOSAL COSTING PER MEETING

Note: Unless otherwise indicated, all costs cited are for labour only and is  in Canadian Currency.  All other

costs remain the responsibility of the Client. 

Activity

Base Cost Applied 

Disc. Amount 

Initial Client Consultation & Proposal Creation $500.00 100% $0.00

Project
Management

Consultation with all Committees to identify event
management “best practices” for:

S Scheduling & critical paths (including creation of a
work plan, schedule of events, and the  development
of time lines for forum and ensuring committees stay
on track)

S Sponsorship practises
S Creation of a conference manual / detailed function

grids
S Discussions on service contracts
S Participation in planning committee meetings and/or

conference calls, including telephone and e-mail
correspondence with the client

Conference Coordinator 10 days @
$500.00 =
$5,000.00 20% $4,000.00

Site
Selection

Develop and Release Request for Proposal (RFP) to
determine hotel or convention centre facilities to house the
conference meetings and delegate accommodation,
including:
S Design and release RFP for location with focus on getting

best prices, upgrades for VIPs, complimentary rooms, etc.
S Create summary table of proposals along with a

recommendation to present to client
S Perform site inspections of chosen properties with client

before contracts signed to ensure appropriateness of
facility 

S Secure final contracts for Client’s signature 

Conference Coordinator

NOTE: For site inspection, I will cover the cost of the

flight if contract signed and site-inspection completed

before the end of April 2008.  Hotel costs will be

complimentary as part of the site inspection.  Any other

travel costs (e.g, meals and ground transportation) to be

covered by the client or local Tourism Bureau as part of

the site inspection.  This service is offered on a

complimentary basis on condition that confersense

planners receive this contract and negotiate all hotel and

venue contracts.

3 days @
$500.00 =
$1,500.00 100% $0.00
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Conference
Facility
Management
& Provision
of Services

Working with each Committee towards the contracting /
management of all conference arrangements, services and
materials including:
S Plan, manage and execute site/facility requirements

including:
S booking and set-up of rooms for plenary sessions,

meetings, breakout sessions, poster sessions, exhibits,
meals, reception, banquet, on-site office, speakers’
room, etc.

S working with venue staff to manage accommodation
needs of delegates and conference support staff, and to
ensure complimentary rooms are assigned to client

S Planning and procuring all on-site services, including
audio-visual requirements, computer and office
equipment, printer/photocopier rentals, photography,
entertainment & decor, florist services, internet services,
security, two-way radio rentals, easels and placement for
signage, office supplies/materials, security/identification
requirements, etc.

S Plan and manage food, catering and beverage
requirements for all functions (breakfasts, lunches, coffee
breaks, receptions and dinners as applicable)

S Attending facility pre-conference meetings and on-site
meetings as required

S Provide support for obtaining services for purposes of
printing any and all conference materials and signs

S liaise with hotel regarding room block pick-up
S select and work with a local DMC where applicable
S vet and recommend local tour agencies and packages for

attendees

Conference Coordinator 10 days @
$500.00 =
$5,000.00 20% $4,000.00

Assist and
Observe at
the 
ERAPPA
2010
Conference

Travel with the 2011 Planning Committee to the ERAPPA
2010 Conference to observe, provide support at the 2011
Promo Booth and assist in Business Partner solicitation on-
site at the conference.

Conference Coordinator

Does not include the cost of travel, accommodation, meals
or incidentals which are to be covered by the Client.

6 days @
$500.00 =
$3,000.00 100% $0.00
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Registration
Services
(Approx. 500
people)

In conjunction with the Registration Committee:
S development of registration policy/plans;
S receiving and processing pre-registration requests, issuing

recepts and confirmations electronically within 2
business days of receipt of payment;

S management of pre-registration fees, including secure
credit card authorization and payment (credit card
transactions are available in Both Canadian and US
Dollars);

S registration database management;
S regular reporting of pre-registration data;
S Name badge design
S receiving and processing onsite registration;
S management of onsite registration and any applicable

fees, including secure credit card authorization and
payment;

S invoicing to receive payment for registrations where
applicable

S collection of unpaid registrations after the conference
(the Contractor will only be responsible for three
collection attempts and assumes no liability for unpaid
registrations authorized by the client beyond those three
collection attempts - see Assumptions, point 9)

S track registrations for workshops and assign meeting
rooms accordingly

Flat rate processing fee (based on a minimum registration of
600 registrants and exhibitors)
S Includes computer equipment in confersense’s offices for

registration, on-site name badge correction and issuing
system, name badge design, clerical staff person for data
entry and registration processing, including above-listed
duties

S Early on-line Housing set-up (The system will permit
delegates to reserve their rooms on-line, guaranteeing
their rooms with credit cards.  Upon reserving their room
each person will receive a user name and password which
will then be used when they register for the conference,
speeding up the registration process by pre-completing
contact information from when they made their hotel
reservation), PLUS On-line Registration set-up fee
(including secure registration form design in English, on-
line secure credit card transaction processing, reports
design, and optional terminal client licence for Client’s
office).

Continued . . . . 

$9,000.00

$5,000.00

50%

N/A

$4,500.00

$5,000.00
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S On-line Exhibitor / Sponsor Registration set-up fee
(including secure registration form design in English, on-
line secure credit card transaction processing, ability to
re-enter the system and change/substitute booth staffs /
reps., register and pay for additional staff or purchase
function tickets, reports design, and optional terminal
client licence for Client’s office).

S Uploading of Client database to permit e-marketing of
conference

S e-blasts to client databases / registrants

*does not include name badge stock and holders, bank credit
card and on-line credit card transaction services charges
and merchant discounts, internet access / telephone lines on
site at conference, additional computer equipment at
conference; registrations above 600 to be billed at $7.50
each.

$5,000.00

$300.00

$25.00 per
e-blast

N/A

100%

100%

$5,000.00

$0.00

$0.00

Sponsorship
& Trade
Show Booth
Solicitation
and
Management

A. Assist the committees in the planning and developing of
Sponsorship Solicitation, including:

S Advising on the development of a Sponsorship
Prospectus

S Assist in arranging printing and distribution of Prospectus
S Assist in ensuring entitlements of sponsorship are met as

per agreements in Prospectus
S maintain up to date list of sponsors including details of

agreements
S helping to collect sponsor logos for conference materials
S working with committee to ensure accurate sponsor

acknowledgement including signage

Coordinator / Exhibit Coordinator

Conference Support Clerk

Continued . . . . 

1 days @
$500.00 =
$500.00

5 days @
$175.00 =
$875.00

20%

N/A

$400.00

$875.00
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B. Managing all aspects of the exhibition, including
registration and the provision of logistical support for
trade show exhibitors

S coordinate all arrangements for exhibition including floor
plans, set-up and delivery of materials, brokerage

S ensure exhibitors have full information regarding signage,
technical installation, staffing and other details

S Provide exhibitors with information when required
S conduct follow-up with potential exhibitors
S work with the committee to identify potential exhibitors,

maintaining a database of potential exhibitors
S manage and handle processing of applications and booth

assignments

Fees: $100 per booth sold or given on a complimentary
basis, with a minimum fee of $8,000.00 (80 booths). 
Additional booths above 80 will be charged the fee of
$100.00 per booth

* Note: The planning committee members will retain
primary responsibility for trade show sales and sponsorship
solicitation - the Contractor shall retain responsibility for
coordination, paperwork, receipt of payments, and on-site
management and coordination.  Does not include costs of
desktop publishing, production and distribution of the
sponsorship / exhibitor Prospectus.

$8,000.00 N/A $8,000.00

On-site
Logistics &
Staffing
(includes
travel and
set-up /
dismantle 
time, plus
evenings)

Management of all on-site conference logistics, set up a
conference office with appropriate equipment, trouble
shooting and delegate information, including:
S Providing on-site senior coordinator and sufficient staff
S Arranging the assembly on-site of delegate kits
S Ensuring all meeting rooms are set-up and ready on time
S Managing on-site registration process, registration desks,

dissemination of conference packages to delegates,
information booth for delegates and companions,
including on-site name badge production

S Managing execution of all on-site services, including
audio-visual requirements (pre- and post-conference),
printer/photocopier rentals, photography, florist services,
internet services, security, two-way radio rentals, easels
and placement for signage, office supplies/materials,
security/identification requirements, etc.

S Managing set-up and take-down of all conference related
materials

Continued . . . .
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S Coordination of exhibition 
S Managing the execution of all food, catering and

beverage requirements
S Managing the execution of décor, theme, scenario,

logistics and entertainment for Reception
S Attending on-site meetings as required
S Handling emergencies or unforeseen problems on-site at

the conference (troubleshoot)
S Coordinating and supervising volunteers

Conference Coordinator

Assistant Conference & Exhibition Coordinator

Registration Coordinator

Note: all other additional staff for registration shall be provided by

volunteers and/or Temp agencies.  Does not include cost of travel,

accommodation, meals or permittable incidentals.

6 days @
$500.00 =
$3,000.00

6 days @
$400.00 =
$2,400.00

6 days @
$300.00 =
$1,800.00

20%

20%

20%

$2,400.00

$1,920.00

$1,440.00

General
Admin. and
Post-
Conference
Services

S report to Committees on regular basis to provide financial
and general updates, and seek approvals as required

S prepare & submit all forms/payment claims etc., in a
timely manner

S follow up on all conference accounts receivable and
accounts payable as required

S complete all conference follow-up where required

Conference Coordinator 3 days @
$500.00 = 
$1,500.00 20% $1,200.00

Toll-Free
telephone
line

Provision of a toll free number for delegates to contact the
Contractor for information on the conference.  No charge for
the line, long distance charges only to be covered based on
Sprint Canada statement.

as per
receipts N/A

as per
receipts

Sub Total 1 $38,735.00

Administrative Overhead (normally 10%, waived as repeat client) $0.00

Sub Total 2 $38,735.00

Canadian Goods & Services Tax (Registration No. 898897525RT) $1,936.75

TOTAL $40,671.75
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PAYMENT SCHEDULE:

November 1, 2009: $7,000.00 + $350.00 GST = $7,350.00
July 3, 2010: $5,000.00 + $350.00 GST = $7,350.00
January 1, 1011: $5,000.00 + $350.00 GST = $7,350.00
July 2, 2011: $5,000.00 + $350.00 GST = $7,350.00
Completion of Contract: Balance of contract fees and incurred expenses.

CANCELLATION POLICY

Cancelled on or before October 31, 2009: $0.00
Cancelled on or between November 2, 2009 and July 2, 2010: $7,000.00 + $350.00 GST = $7,350.00
Cancelled on or between July 3, 2010 and December 31, 2010: $21,000.00 + $1,050.00 GST = $22,050.00
Cancelled on or after January 1, 2011: $38,735.00 + $1,936.75 GST = $40,671.75

CONDITIONS OF CONTRACT

RESPONSIBILITY FOR CONTRACTS
After the contractor has negotiated the conference-related contracts, the client shall be responsible for signing them.

ERRORS AND OMISSIONS
confersense planners inc. (CSI) assumes no responsibility for errors incurred by suppliers and vendors with whom
services have been contracted for the conference if they fail to perform as contracted. 

CSI assumes no responsibility for failure by hotel/facilities personnel to perform their duties as contracted.

ADDITIONS / CHANGES TO CONTRACT
Any additions or changes to this contract must be in writing and signed by both parties.
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PROPOSAL ACCEPTED:

For The ERAPPA / Carleton University: 

                                                                                                                                                 
Signature Printed Name Date

                                                
Printed Title

For confersense planners inc.:

                                                 Chuck E. Schouwerwou, CMP                                                 
Signature Printed Name Date

President & Principal Meeting Planner
Printed Title




