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INTRODUCTION
Thank you for allowing us the opportunity to potentially partner with the IEEE International Conference on Plasma Sciences. We are excited at the opportunity and look forward to further discussions.

Recognized as the premier provider of meeting and conference management for the IEEE, we know the importance of providing the best service possible for the benefit of our clients, while maintaining the lowest possible costs to your bottom line.  We are part of the IEEE Community and will have your best interest in mind. 
You can be confident that our team of certified professionals is fully qualified to provide consistent positive results: they are multi-task experts.  We listen carefully, communicate effectively, remain flexible to changes, and stay within your budget. We’ll provide a dedicated team to support you from the start, to assure your event is smoothly executed.

A FULL SERVICE SOLUTION

We can manage your entire event from start to finish or provide assistance in specific areas of your choice. Our complete spectrum of services include contract negotiation, food & beverage planning, venue & supplier management, registration, on-site support, staging and equipment, entertainment, and all of the special touches that will make for a successful event.

 Our team of certified meeting professionals will create an event to meet your objectives and exceed your expectations. 

Available Services: 

· Budget and objective guidance 

· Site selection, negotiation, and contract review

· Meeting Announcements, Reminders, and Past-Due Notices 

· Menu Planning

· Audio-Visual Planning

· On-Site Management

· Transportation/Airline Reservations

· Account Reconciliation and Reporting

· On Line Registration

· On Line Hotel Block Management

BENEFITS OF OUR GROUP 

IEEE MCM knows every angle of the event planning business. Our team has the knowledge, resources and experience to guide you through all the details. We manage over 200 events every year for both domestic and international clients, ranging from 20 to 15,000 attendees. 
Choosing IEEE means you will form a partnership with a focus on quality to deliver a highly tailored and customized model for your event management needs. Your IEEE MCM team will take care of the logistical details, allowing you to focus on the big picture.

What benefits can we offer? 

· Full Service Management Company

· Experience managing events around the globe

· CMPs – Our planners have earned the designation of Certified Meeting Professional

· Multi-task experts, accustomed to handling multiple concurrent deadlines

· Dedicated to providing superior service

· Excellent communicators, intuitive and able to anticipate the smallest of details 

IEEE MCM EXPERIENCE 

IEEE MCM has managed over 200 different technical meetings, conferences and symposia over the last ten (10) years. We have handled a variety of services for these events, from providing pre-registration services to handling every aspect of the conference/symposia for the committee. 

IEEE-MCM has experience managing conferences from 20 to 15,000 attendees. 

Lead Conference Planners

With every conference IEEE MCM manages, a lead conference planner is assigned to serve as the main point of contact for the conference committee, the IEEE MCM staff and all contracted vendors.  The lead conference planner will work closely with the committee on all activities of the conference.  We have experienced that assigning overall responsibility to our lead conference planner creates a sense of ownership and pride, producing end results that are truly amazing.

Our conference planners are considered subject matter experts and will: 

· Serve in an advisory role on how to run an IEEE conference (often asked for comparison against what other IEEE conferences do) (opportunities/best practices) 

· Conference delivery from the “non technical” perspective

· Provide strong historical perspective on the conference for appropriate recommendations

· Have strong knowledge of the varied IEEE sponsorship opportunities and liabilities associated with each 

· Aid in budget preparation 

· Have thorough understanding of the technical program development from original paper submission and peer review process, acceptance, program build, and content delivery pre/post conference 

· Provide guidance/support on compliance activities (ways to reduce to obstacles) 

The lead planner will direct the IEEE MCM team assigned to the event and keep the client informed of the progress of all aspects of the conference.  Our permanent in-house conference support staff is accustomed to providing professional, friendly service in an efficient manner.  They are experts at multi-tasking and extremely effective in meeting all the demands of multiple concurrent deadlines, consistently.  

STATEMENT OF WORK 

IEEE MCM recognizes that communication with the committee, it’s support vendors and staff throughout the entire conference planning stage and post conference is vital to the success of the conference.  IEEE MCM will work as the main point of contact to accomplish that goal.  IEEE MCM also values the importance of noting and documenting key features of the conference including deficiencies, successes and lessons learned.  We will work with designated volunteers, committee members and staff to make sure they are documented at conclusion of the conference.  

· Initial consultation and introduction with committee to develop an agreed upon joint timeline incorporating key milestones based on Conference needs
· Coordinate/attend Steering Committee meetings (as needed, either in person or conference calls)
· Ongoing correspondence with committee and designees throughout the planning stages of the conference
· Act as liaison between committee, vendors, and internal staff.  MCM will serve as the main point of contact for all working on the conference.  This will ensure that pertinent information is carried through to all involved
· Summary Report.  MCM will create a summary of meeting/activities for file and committee, identifying areas in which the conference excelled and suggested improvements
	logistics Pre plannig/coordination & onsite
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Pre-planning & coordination

onsite management
Site visits/committee meetings
	$21,000 Flat Fee 
$900 per day plus Travel &Living Expenses per person
$95 per hour (Travel &Living Expenses costs are covered by conference)


IEEE MCM will work with volunteer leaders and designees to plan all aspects of the event.  We will serve as the direct liaison with all vendors and venues, sales and management staff to communicate the needs of the group.  Key details include:

· Initial consultation and introduction with committee to develop an agreed upon joint timeline incorporating key milestones based on conference needs

· Coordinate/attend steering committee meetings (as needed, either in person or via conference call)

· Consistent and timely communication with the committee and designees throughout the planning stages of the conference

· Manage and plan hotel/convention center space for all events

· Negotiate vendor contracts

· Negotiate any required amendments to the contract to be approved and signed by the committee and IEEE Procurement on a timely basis

· Arrange meeting rooms setups. Detail each room utilized by the conference with regards to set-up, A/V, sound and food & beverage 

· Arrange for and manage all food functions.  Select menu in coordination with chair or designee

· Arrange for and manage audio visual requirements

· Maintain close liaison with hotels as necessary to communicate changes in group requirements (e.g. guest room block, meeting space, food & beverage, network, social, upgrades, etc.)

· Serve as direct liaison for the committee, vendors and venues, minimizing the possibility of details being overlooked

· Work with general chair or designee on providing instructions for VIPs, complimentary room assignments, special event coordination, VIP seating, etc.

· Provide billing instructions and all other pre-conference pertinent information, as required by committee and coordinated with finance chair for payment

· Assist technical program chairs in determining meeting room requirements, speaker’s prep room, and assigning rooms for technical sessions

· Order all necessary signage – contract vendor, design, oversee production and printing of signage including but not limited to breakout meetings, technical sessions, directions, social events, registration and banners

· Arrange for security personnel if necessary

· Arrange for onsite communication provisions, if necessary

· Arrange for shipping and storage

· Conduct pre-conference meeting with the chair and key conference volunteers

· Conduct pre-conference meetings with the hotel/convention center to confirm and review of conference in detail

· Ensure steering committee room (if applicable) arrangements including phones, two-way radios, computers (with DSL or equivalent), copiers, printers (networked to computers), during hours of operation

· Coordinate and manage a guest hospitality suite (if applicable). The steering committee will arrange for staffing of guest hospitality suite during hours of operation. Refreshments will be served as specified by the committee.  Arrange additional services: computer with internet access for e-mail, phone and CVB hospitality desk
· Coordinate with the photographer and manage all requested photographs as directed by committee (if applicable)
· Work with the steering committee to develop a transportation plan (if applicable)
· Monitor expenses levels – report deviations or possible budget variances 

· Provide status reports to the conference chair or designee leading up to the event

· IEEE MCM will provide an updated detailed report of the group's history, pick-up, and meeting room requirements and spend at the end of the event

on site Logistical management
IEEE MCM will work with volunteers to ensure that all operational tasks are completed during the event. Committee will provide a workforce of able volunteers for various activities.

IEEE MCM will meet with vendor and venue staffs, prior to the conference to confirm and review all final decisions and logistics.  During the conference IEEE MCM will serve as the direct liaison with all vendor and venue, management and operations staffs to ensure the needs of the conference are met including:

· Monitor and provide guidance for volunteer run functions

· Monitor conference social and hospitality functions

· Monitor food & beverage functions.  Keep an eye on levels of consumption, order more if necessary with concurrence of the chair or designee, and advise of possible budget variances. Food and beverage cost is to be minimized, but should not diminish attendee experience

· Set up and maintain committee operations room, if necessary

· Secure and Maintain storage space for signage, audio visual, and other conference materials not secured in Registration area

· Ensure adequate food and beverage in guest hospitality suite. Committee will arrange for staffing of guest hospitality suite during hours of operation

· Handle crisis and emergency management in conjunction with facility staff. 

· Ensure all contract obligations are met by all parties

· Serve as direct liaison between committee and hotel/convention center staff/vendors

· Track shipping for all known deliveries

· Ensure correct signage placement

· Field requests and complaints of key volunteers

· Review final hotel room pick up report daily


· Review food & beverage invoices daily

· Monitor session area and other contracted space to ensure room arrangements, food & beverage and audio visual are being provided according to contract

· Meet with the hotel/convention center daily to review prior day’s charges and next day’s changes, including banquet event orders. Review and approve or deny as needed

· Reconcile and approve all invoices to ensure accuracy prior to submitting for payment

· Inspect meeting room layouts for set-up and audio visual before each session or meeting

· Monitor audio visual contractual performance

· Rent appropriate equipment for speaker prep room in coordination with the audio visual contractor

On site staffing requirements are based on:  scheduled concurrent events occurring in multiple locations, the various needs for those events and the availability/willingness of either committee members or volunteers to oversee those events.  While we recommend a trained staff member be assigned to each location where a major event or multiple small events are taking place, we have had (at the request of past Executive Committees to minimize expenses) committee members or volunteers fill in.  The committee will have the final decision in that regard, IEEE MCM will assist you in making an appropriate decision.

Post Conference 

Upon conclusion of the conference, IEEE MCM will work with volunteers to document key features of the conference including successes and lessons learned.  Specifically:

· Compose a summary report of meeting for file and committee review

· Conduct post-conference meetings with executive committee and conference volunteers

· Conduct post-conference meetings with hotel/convention center
· Prepare a final financial report summarizing all budgets, actual costs, outstanding expenses, and budget variances
	registration management
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  Website Development

registration

Cancellations/Badge only

Onsite registration management
Additional registration staff support

Purchase orders/wire transfers
	$900 Flat Fee (allowance for up to three rounds of edits)
$16.50 per Attendee 
$7 per cancellation/badge only

$650 per day plus Travel &Living Expenses 
$550 per day plus Travel & Living Expenses (if applicable)
$15 per


· Offer a secure Payment Card Industry (PCI) Compliant on-line registration system available worldwide, 24 hours a day, 7 days a week 

· Create and maintain customized conference registration website

· Provide Registration URL to add as hyperlink to your conference website

· Create hard copy registration form

· Administer and monitor payments via credit card, check, wire transfers and purchase orders
· Administer cancellations and refunds upon committee approval

· Balance due collection correspondence with attendees 

· On-line registrations are automatically confirmed by e-mail within 24 hours

· Upon registering for the conference, each attendee will be assigned an ID number/code for tracking purposes automatically

· Toll free number (US and Canada) and direct dial number for international attendees

· Email alias provided for registration questions and assistance

· On Demand - Report Generation (Attendee Lists, Category Reports, Agenda Counts, etc)

· Save registration data for future conference use up to 3 years.

· Prepare and send registration packets –badge, badge holder, tickets, receipts, ribbons (if applicable)

· Cost of printing and designing badge paper, holders and standard ribbons, included in fee

· Funds can either be deposited directly into the conference’s concentration  banking account or a check or wire transfer, will be sent to the committee upon request for deposit into their local conference banking account

· Send proceedings to no-show (paid in full) registrants (upon committee’s request), conference will incur shipping costs

On-Site Registration Management
IEEE MCM will establish a pre-registration area (booth/desks) for attendees (arranged alphabetically).  This will allow onsite registration to flow with ease. 

· Provide  personnel to handle on-site registration 

· Hire temp staff for on-site pre-registration area (if needed); IEEE MCM will hire temp staff to man the on-Site advance registration area at the Conference if the committee chooses not to staff it with Volunteers.

· Supervise temp staff/personnel and volunteers handling advance registration

· Order necessary  equipment for on-site registration (internet lines, printers, etc)

· Set-up/dismantle registration area 

· Process  all on-site registrations 

· Distribute attendee list (if committee approved)

· Provide real time registration reports

	exhibit management 
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Exhibit management

  onsite management
	20% of total booth sales
$850 per day plus Travel & Living (Exhibit Manager)


IEEE MCM will work with the conference committee on exhibit advance planning, exhibit space sales exhibit management and exhibit finances.  We will serve as the direct liaison with all vendors and exhibitors:

· Develop a timeline 
MCM, working with exhibit chair, shall mutually develop a planning schedule (timeline)

· Work with decorator/venue/vendors
MCM will help exhibit chair to identify general contractor (decorator) and negotiate contract on behalf of conference. We will work with vendors to maximize the conference’s benefits and minimize the conference’s liability
· Design & maintain exhibit hall floor plan

MCM will work with exhibit chair and general contractor to design a floor plan to maximize the showroom floor and address specific needs of the conference (break area in exhibit hall, internet café, etc)
· Prepare sales prospectus and service kit
Once the floor plan is approved (by exhibit chair, facility and fire marshal), MCM will work with exhibit chair to establish booth pricing, create an exhibitor contract and put together an exhibitor prospectus
· Sell exhibit space (client must provide list to contact)

· Promote Exhibits

MCM will work with exhibit chair to create promotional tools such as “free hall passess” and distribute them to create traffic in the Exhibit Hall

· Collect contracts and payments, invoice as necessary 
MCM will process and maintain all payments submitted for exhibit booth space; we will invoice for exhibit space 
MCM is Payment Card Industry Compliant (PCI).  All credit card and attendee information is kept strictly confidential

· Manage booth assignment
MCM will handle all inquires, handle cancellations and changes in booth space, provide confirmations and notify all exhibitors of their respective booth location
· Prepare and distribute Exhibitor Service Manual

MCM will coordinate with exhibit chair and decorator to produce and distribute the Exhibitor Services Manual, which shall include, but not be limited to: marketing promotion opportunities, show rules, registration, housing, etc. as well as service needs

· Arrange for air freight carriers, lead retrieval contractors; computer equipment rental, floral, photographer, security personnel etc. (working with conference planner)
MCM will prepare a Request for Proposal and distribute it to all appropriate suppliers.  Upon receipt of the Proposals we review them with you to assist you in identifying your best option.  We will work with the vendors to maximize the conference’s benefits and minimize the conference’s liability
· Develop final exhibitor program
MCM will compile profiles of each of the exhibitors to put in the conference final program.

· Provide weekly status reports 
MCM will provide revenue reports and updates to the Exhibits Chair

· Order and place all necessary signage in exhibit hall
· Arrange for security personnel 

MCM will prepare a Request for Proposal and distribute it to all appropriate suppliers.  Upon receipt of the Proposals we review them with you to assist you in identifying your best option.  We will work with the vendors to maximize the conference’s benefits and minimize the conference’s liability
On-Site Exhibit Management

· Instruct and supervise all Exhibitor services and personnel needed within the exhibit area

· Site Inspections of Exhibit area

MCM will walk the exhibit area to ensure the area is set-up according to instruction and is ready 

· Conduct pre-conference meeting 

MCM will meet with the with Staff and Facility Decorator to review and confirm all the Exhibit needs/additions/changes before commencement

· Act as liaison between exhibitors, vendors and staff

MCM will also act as the point person for needs of the above groups.  Liaise with the facility as it relates to services required from the facility for the exhibition area

· Ensure all exhibitors set-up and break-down according to code and conference regulation

MCM will provide floor management staffing during show to supervise exhibitor move-in and move-out to ensure all exhibitors adhere to code and conference regulations

· Collect any unpaid balances from exhibitor 

· Check on special areas and hanging of banners and signs

· Oversee entrance units and meter board placement

· Circulate through show to answer questions and resolve any issues

· Second and third day – hands out contracts and floor plans for the following years

Post Event Exhibit Management

· Review bills and send to exhibit chair for final approval 

· Send out post show survey to all exhibitors

· Recap results of survey and send to exhibit chair for review

	financial management  
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	$2,500 


IEEE MCM will provide the following bonded financial management services to the conference:  

· Provide guidance and assistance to the conference treasurer

· Prepare for signature, credit applications and applicable tax exemption forms

· Review all invoices to ensure accuracy prior to payment

· Submit payment for committee approved invoices

· Maintain financial records of MCM activity

· Collect & deposit all income

· Provide monthly cumulative report (summary and transactions) of financial status to conference treasurer (IEEE MCM activity)

· Record retention for reconciliation and/or audit purposed

· Submission of year end accruals to IEEE Conference Services (to meet IEEE obligations for conference not closed by the end of the year)

· Prepare the final financial report

· Includes activity for all accounts

· Treasurer/conference chair must approve final report before submission to Conference Services

· Administer closing aspects of conference

· Distribution of surplus

· Submission of final reports to IEEE Conference Services, IEEE Audit, conference committee

· Completion of IEEE Conference Services financial form

· Guide committee on their responsibilities in conference closing

· Completion of financial forms/documents required by IEEE Conference Services

· Coordinate audit (required for IEEE financially sponsored events with $100k revenue or expenses)

· Gather financial records (income & expense)

· Submit financial records to IEEE Audit

· Respond to IEEE Audit inquiries

· Monitor progress with IEEE Audit to confirm audit completion

	ATTENDEE COMMUNICATION 
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	$3,500 


IEEE MCM recognizes that attendee communications is vital to the success of the conference.  IEEE MCM will work with volunteer leaders and designees to promote the event. Key details include:

· Initial consultation with committee to determine attendee communication items
MCM will review all documents from previous domestic and international symposia, develop    ideas on how to improve your publications and offer suggestions
· Submit IEEE required paperwork (acquisition program)

· Assist in designing, oversee production, proofing and printing of, but not limited to, the following:  

Call for Papers, Final Call for Papers, Advance Announcements, Preliminary, Advance & Final Programs and Errata Sheets

MCM will facilitate the administration and coordination of designing, overseeing production, and take the lead in proofing all materials that need to be created with regards to Publication, as mentioned above
· Compilation and collection of materials for Publications listed above

MCM will collect and sort into order all materials from contributing sources for all Publications listed above
· Bid solicitation from vendors and bid analysis
MCM will prepare a Request for Proposal and distribute to all appropriate suppliers, minimum of three.  Upon receipt of the Proposals we will review them with you to assist you in identifying your best option.  We will work with the vendors to maximize the conference’s benefits and minimize the conference’s liability
· Prepare and mail promotion items (either by email or post)

· Liaise between IEEE Conference Services and committee for E-Notice mailings

· Coordination with printer and mail house to ensure efficient and timely delivery of materials

· Coordination of electronic mailings (via E-Notice)

Pricing Structure

	Service
	Comments
	 Unit Price (USD) 
	Unit

	Logistics 
	Pre-Planning & Coordination
	$21,000
	Flat Fee

	
	Onsite Manager
	$900
	Per day plus T&L

	Registration
	Website Development
	$900
	Flat Fee

	
	Website Changes post approval
	$90
	Per hour1

	
	Registration 
	$16.50
	Per registrant3

	
	Cancellations
	$7.00
	Per cancellation4

	
	Badge Only
	$7.00
	Per badge only5

	
	Purchase Orders/Wire Transfers
	$15.00
	Per PO/WT5

	
	Onsite Registration Manager
	$650
	Per day plus T&L

	
	Additional Onsite Registration Staff
	$550
	Per day plus T&L

	
	Discounted Credit Card Fees***
	3%
	Average6

	Exhibit Management
	20% of booth sales
	$10,000
	Est. 15 sold booths

	
	Onsite Exhibit Manager
	$800
	Per day plus T&L

	Financial Management
	Flat Fee
	$2,500
	Flat Fee

	
	
	
	

	Attendee Communications
	
	$3,500
	Flat Fee

	
	
	
	


1 This fee will only be charged if the committee makes changes to the website after it is originally approved and activated.

2 Registrant is defined as any individual entered into the MCM registration system and a confirmation number is assigned.  You will only be charged for the actual number of registrants. 

3 If multiple registrations are created by an attendee, the conference will be charged $16.50 for the initial reservation and $7.00 to cancel each duplicate. If an attendee needs to cancel, the $7.00 fee will also apply.
4 Committees can register a select group of non-paying individuals without being charged the full registration fee.  Not to exceed 5% of total registrations.

5 When an attendee chooses to pay for their registration by either Purchase Order or Wire Transfer, the conference will be charged a $15.00 additional processing fee for that registrant.  You may elect not to offer payment by Purchase Orders or Wire Transfers.

6 Current Visa, MasterCard, Discover rates are 2.5%; AMX rates are 4% (average 3%).  Credit card rates are subject change w/o notice due to bank adjustments
Pricing Extras

IEEE MCM fees and complimentary extras relate only to the agreed upon services detailed above.  All other direct expenses (i.e. credit card and wire transfer fees, printing, advertising, supplies, postage, shipping, transportation, equipment rental, decorator, security, on-site telephone charges and third party charges for equipment or services not provided by IEEE.) are to be paid by the conference.

Client shall also be responsible for Staff Salary ($95.00 per hour), plus Travel and Living Expenses for any meeting(s) that would require the Conference Planner or a designate to be present.

MCM staff will travel at the lowest available coach fare. Food and beverage expenses will not exceed $75.00* per person, per day.  (*Subject to change in accordance with IEEE per diem)
Such disbursements shall be direct expenses allowed for in the conference budget and approved by committee.  IEEE MCM will supply the client with a break down of all disbursements incurred.
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