Dear TTTC Workshop Chairs,
As you begin planning for your 2009 TTTC-sponsored meeting, please remember that TTTC has contracted with Conference & Exhibits Management, Inc. (CEM) to provide TTTC-sponsored meetings with reduced rates for registration management services.

CEM manages the day-to-day operations of the TTTC Office and has provided TTTC-sponsored meetings with complete registration and financial tracking services for many years.  Please review the attached Summary of Services available when planning your meeting and registration requirements.
“Reg-In-A-Box” Registration Services - These services include:

· Consult with Event on information required for registration

· Setup of online registration page to include secure processing of credit cards (Visa/Mastercard, American Express)

· Test online registration with volunteers and make revisions as requested

· Provide weekly registration reports up to one week before the conference and daily reports may be requested one week prior to the conference, with a final report 30 days after last processed registration

· Print attendee badges and registration reports for onsite registration

· Provide Event ribbons as requested at CEMs cost

· Create PDF registration form for onsite registration

· “Reg-In-A-Box” - Mail badges, reports, ribbons and onsite registration forms to Event

· Receive and process onsite registrations after Event

· Provide final attendee report to Event

Communications Center - CEM will serve as a public point of contact for Event.  CEM will provide a communications and information center with published address, email address, and communications center with telephone, 24-hour fax,   e-mail address, and Internet access to Event attendees and volunteers and answer questions during normal business hours.
Financials – CEM will create and maintain a double-entry bookkeeping system for Event and provide the following financial services:

· Collect and process all credit card and check payments for registration and sponsorship

· Receive and pay all invoices and bills for Event that have been requested and/or approved by the Event General Chair or Finance Chair
· Provide a final Profit & Loss statement detailing all income and expenses within 60 days of final registration processing or invoice payment
Compensation Payment Schedule
· CEM shall provide the appropriate registration services for a fee of $25 per paid registration up to 200 attendees, and $20 per paid registration over and above 200 attendees.  Event shall be obligated to compensate CEM for all paid registrations processed, with a minimum payment for 50 registrations.

· Event shall compensate CEM for all financial and record keeping services requested by Conference Chair or Finance Chair, over and above the registration services outlined above, at a labor rate of $48 per hour.

· CEM will invoice Event within 10 days of the advance registration deadline for all registrations processed to date.  Event will provide email approval within10 days of invoice and CEM will be paid from the registration proceeds collected.  Within 45 days of the final registration processed or last invoice payment, CEM will invoice Event for the remaining onsite registrations processed and any additional, non- registration related labor provided to date.  Event agrees to approve final payment within 10 days of CEM’s final invoice.

· CEM will bill Event at cost for out-of-pocket expenses to include postage, overnight mail services, long distance calls, and courier services.

Fees for Additional Services & Travel Expenses


Event may request CEM to perform additional services above and beyond those set forth in this Agreement (see CEM Meeting Capabilities below).  CEM will provide a written estimate of the labor and other direct costs required, and await approval from Event before proceeding.  These additional services will be agreed to in writing.

CEM Meeting Capabilities

· Budget Development & Tracking

· Site Selection/ Hotel and Conference Center Contract Negotiation

· Arrangement of Hotel Blocks/ Housing Services

· Arrangement of Travel Services

· Design & Production of Promotional Electronic & Print Materials

· Marketing of Conference & Special Events

· Conference Website Development & Maintenance

· Conference Program and Proceedings Development and Production

· Speaker and Program Coordination

· Attendee, Exhibitor & Prospect Database Management

· Design & Management of Exhibit Marketing Plan

· Registration Services, Including Secure On-Line Credit Card Processing & Financial Tracking

· Meeting Logistics, Including Catering and Audio/Visual

· On-Site Logistics and Registration Management

· Pre-Conference Meeting & Post-Conference Meeting

· Security Management

· Shuttle Bus/ Transportation System Management

· Special Events Management/ Social Programs/ Entertainment

· Sponsorship Programs

· CDROM/DVD Creation, Duplication, Replication

· Facilitators

· Web Meetings

