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O utlined below a re  the services  included in our s tandard
C onference Manag ement Packag e:

• Meeting with the client to discuss conference/event requirements,
discuss budget and advise of known costs

• Desk research of potential venues to include costs and
availability

• Booking of chosen venue and facilitation of contract to be signed
by the client

• Identifying suitable accommodation and facilitation of contract to
be signed by the client

• Advising of release dates and shortfall numbers

• Organisation of audio-visual equipment required for the
conference/event

• Advising on, mailing and processing registration forms

• Arranging/organising conference dinner and other activities (such
as excursions) during the conference/event

• Responding to delegate queries related to the conference/event
including accommodation and travel arrangements (delegates
are responsible for booking own travel)

• Handling speaker liaison including accommodation and
reimbursement of travel expenses (speakers are responsible for
booking own travel)

• Co-ordination and preparation of delegate packs including
packing of inserts and delivery to venue

• Management of registration desk for up to three days

• Liaising with the chosen venue on all operational details

• Sourcing and organising delegate packs including pens and
notepads

• Maintaining financial procedures including dealing with
payments, invoices, expenses and refunds

• Banking and accounting for all monies received

• Following up debtors and providing statistics for three months
after the conference/event 

You can select some or all of these services and we will then develop
a formal quote for you. This will be based on the number of delegates
attending your event and the time needed to provide the services
required.

The fo llowing  services , which a ttract an additiona l
charg e, a re  a lso  ava ilable :

• Site visits to potential venues (travel expenses would be
recharged to the client)

• Marketing/advertising of the conference/event (all advertising
placement and printing costs would be recharged to the client)

• Development and production of a conference specific website

• Costs associated with all mailshots (inc. email)

• Postage

• Co-ordination and compilation of abstracts/speakers papers

• Maintenance and preparation of databases

• Management/co-ordination of exhibition stands
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