
CONFERENCE HOSTING  

BID PACKAGE

The following document is intended to be a detailed planning document, which will allow the Northeast Alberta Community Board to evaluate each community vying to host the 8th Annual Northeast Regional Conference.  This document also outlines, to the local planning committee, the commitment required in planning the Annual Conference.  Please complete the following package and return it to the Northeast Alberta Community Board office.  Additional information may be added to elaborate or enhance your bid package.  You may use your own format as long as the information required in this document is included.  All questions related to this bid package should be directed to Dale Drummond, CEO, Northeast Alberta Community Board, toll-free at 1-800-733-6322 or by email at dale.drummond@gov.ab.ca.

Mr. Don Schultz, Chair

PO Box 312, 5025-49 Ave

St. Paul, AB   T0A 3A4

Phone: 1-800-733-6322

Fax: (780) 645-6229

Deadline

Submission and presentation of this bid package is due by noon February 17, 2006 at which time the Board will review all submissions and make their decision.  The successful bidder of the following year’s conference will be announced at the conference. 

Things to consider

The Conference format from year to year has little change.  Conference delegates remember conferences based on the educational content and the unique features of the conference.  It is recommended that you incorporate as many unique locations or events as possible in your planning. 

If your conference requires transportation (bussing), the transportation should be available for the entire conference program.  This item is a big logistical component of the conference if it is a requirement and the schedules will need to be advertised and posted as much as possible.

The delegates attending the conference have expressed that buffet meals are preferred to plate service.

It is recommended that all Conference related facilities be within a five-minute walking distance from each other, including the Hotel(s). 

Delegates enjoy getting together in large groups after scheduled conference sessions.  Delegates use this time to network and renew friendships.  Incorporating this into your planning is very important and highly recommended.

Have a plan “B” for all sessions or activities that may be affected by inclement weather.
Community Information

Describe why your community is a good choice for the hosting of the Northeast Annual Conference.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What is the size of your community and where is it located in Alberta (distances from Calgary, Edmonton)

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Communities hosting the Conference have typically donated the facility space that may be utilized during the conference.  Is your community willing to do this?

Yes___

No____ Cost ________

What potential is there for local sponsorship of the conference? How much? What (goods, services, donations)?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________









Committee Structure

Please outline your Conference Committee Structure.  It may include the following but is not limited to these positions:


Chairperson


Secretary*


Treasurer*

*may be combined


Program Chair


Facilities and Hospitality Chair


Sponsorships and Promotions Chair (optional)


Transportation and Tours (optional)

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Describe how you intend to organize to provide the requirements for hosting the conference as described in the conference Hosting Information package.

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Hotels (lodging)
The size of the Conference has grown over the years. The actual number of hotel rooms that you may have available will vary depending on the community and program needs. We encourage the community to provide realistic expectations based on local availability and priorities.

	Hotel
	Amenities (restaurant, etc.).
	Cost per Night

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Additional Notes:

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Meeting and Education Session Spaces

Session rooms should be large enough for 30-50 people comfortably, while banquet and keynote facilities should be large enough for more than 300 delegates.  Please list the facilities you anticipate using.  A map of the community or a conference site plan should be included as part of your submission.    

	Meeting Room
	
	Capacity

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Conference Area Map

Please attach an area map or include a sketch of the area including hotels, session room locations, food service locations and the arena or trade show area.

Other special, cultural or social activities that you would like to provide/host.

	
	
	

	
	
	

	
	
	

	
	
	


