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Murray Knuttila
Provost and Vice -President Academic
Brock University
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The Federation for the Humanities and Social
Sciences or gani zes Canadados
gathering of academics
The Congress of the Humanities
and Social Sciences

Brock University Is hosting
Congress 2014
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Jane Koustas , Academic Convenor
Brock University

Jean-Marc Mangin, Executive Director

Federation for the Humanities and Social
Sciences
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U Jean-Marc Mangin, Executive Director
U Ann Miller, Director Corporate Services

U Eleanor Fast, Director of Policy and
Programming

U Whitney Stalkie, Logistics Coordinator
UTerry DOANngel o, Manadg
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One individual that you will be working very
closely with throughout this process

Donna LeLievre

congress
Administrative
Officer and

Registrar
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U Jane Koustas , Academic Convenor

U Tom Arkell , Associate Vice President,
University Services

U Brad Clarke, Project Manager

On Campus Services Team:
Margaret Sanderson,
Mamdouh Abdelmaksoud , Phil Nardangeli ,
Dan Lewis, Tanya Thorp, Marie Reimer,
Carol Mclintosh
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We would like to welcome representatives
from the University of Ottawa, hosts of
Congress 2015

U Luc Gauthier
U Elise Detellier
U Christine Rivas
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Program Chairs
ARPCsoO

Local Arrangements Coordinators
ARnLACSO
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V74 Associations at Congress 2014
V Estimated 8000 attendees
V Check your Association Numbers

VCheck the date for vyo
Reception
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Acheck key dates and deadlines often

ADonodt worry!l
We will be sending you regular
emails with reminders of
upcoming deliverables
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AThe Congress Request System Opens
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Aweodve outlined a det a
and action items to be able to help you and

your Association take advantage of that
Congress can offer
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Alt is a REQUEST system

Ait consolidates all of your room requests,
audio visual and catering needs

s
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Alt is where all of your Association
Logistical needs should be noted

Alt is where and how Brock University will

manage all of your Association requests
and requirements.

www.congress2014.ca/organizers
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http://www.congress2014.ca/organizers

The following screen shots are examples
from the 2013 system. The updated 2014
system will be available on October 1 st,

Go to www.congress2014.ca/organizers _ and
click on the link for Congress Reguest
System

Your username and password will be sent
to you on October 1 S,
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http://www.congress2014.ca/organizers

Click on the link to view or print the excel reports O Association Meeting Fees Reminder of upcoming details:
0 Association Account N
Room summary -
- O International Keynote Speaker Fund
Req. attendees (contact info) ) Aid for Interdisciplinary Sessions Fund O b
O Hire a Student Worker
Reg. attendees (association fees)
— O Association Tables
O Complimentary Guest Reqgistrations
+ Add Room
ID Room Attend./Cap. Event Name Date Start End Audio-Visual & Catering Costs O I
= ‘if? 5555 Bob Wright-A104 751140 Some Event Jun 03 09:00 11:30 $50.00
Actions: Z
&
Remmeey Audio-Visual Catering
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ACl i ck AAdd roomo for
that you need

Room Summary

i + Add Room

ID Room Attend./Cap. Event Name Date Start End Audio-Visual & Catering Costs
= iﬁ? 5555 Bob Wright- A104 751140 Some Event Jun 03 09:00 11:30 $50.00
Actions: i
s
Requests:

Audio-Visual Catering

Total $50.00
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Event Name: | Some Event

Start Date: | 2013-06-03 Start Time: | 09:00

End Time: | 11:30

Expected Attendance: | 75 ’

Room Type: [ Lecture hall |z|

Lecture hall

large room with sloped, fixed seating

Accessibility Notes: | Wheelchair accessible

P

Please indicate any particular requirements for your meeting
space, such as: accommodations for people with mobility
issues, visual impairments, extra Audio-Visual equipment,
special room set up, etc.

Additional Information: ‘ Will need podium and sound system. ‘
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Audi o visual
Packageo 1 s

If you do not need it, you must remove It.

» Room Details

+ Audio-Visual

Add Audio/Video Request: ]
' None E

Delivery Time:

Additional Information:

)

—

Submit
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atus Item

Default presentation

package (8 hrs) 0001 [N

Audio-

Catering: $0.00
Total: $50.00
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Aeach Association has their own account

Athe Congress request system opens
October 1

Ayou set your own Conference fees and
signing authority( 1es)
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Awe collect all your Conference fees into
your account

Aall Congress expenses are tracked to your
account

Aoff campus services cannot be charged to
your account
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ARegistration opens mid -January
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AEarly Bird Registration Closes March 31

rrrrrr
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Asome of the highest traffic on the website
IS during the registration launch

Aencourage on -line registration

Ait fast, safe and secure
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AAssociation Conference fees are set by
each Association

Ayou are encouraged to keep your
conference fee structure simple

Ayour Association fees for Congress must
be submitted through the Congress
Request System by October 18
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The payment of registration fees Is
compulsory for all attendees, including
speakers, presenters panelists and those
chairing or attending sessions

Please inform your attendees that alll
participants must register

This also includes any affiliate or sub groups
that are meeting under your Association
umbrella
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ACongress 2014 name badges will show
who has registered (and paid) for your
assoclation conference fees

Athrough the Congress Request system,
you can log in and keep track of your
participants to see who has registered.

Athe Congress Registration system is NOT
connected to any association data bases
and cannot verify membership status
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AExample: The person on the left did not
register for any association. The person on
the right registered for CHA.

OF THE HUMANITIES AND SOCIAL SCIENCES .
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Doe

University of Victoria
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Asend your association mailing list

Aprivacy respected i sole purpose is to
distribute information re Congress 2014

ACongress 2014 promotional emails and
printed materials
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Ahow to register, promote keynote
speakers, travel details, tourist information

416,=,9
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AStarting [ Jyou can start requesting
meeting space through the Congress
Request System

Athis includes space for sessions,
executive meetings, board meetings,
plenary sessions, receptions, banquets,
poster sessions and other events
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ANovember 15 is the deadline to submit all
of your meeting space requirements.

Aaccuracy of requirements extremely
iImportant

Aroom allocations will be confirmed
through the Congress request system by
February 28

Adepartmental rooms and Congress
support
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Aas of October 1 you can download catering
menus and audio visual pricing at
www.congress2014.ca/organizers
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http://www.congress2014.ca/organizers

Aitems such as poster boards, flipcharts
etc.

A accuracy is very important with all of your
reguests
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Athrough the Federation system you can
hire help

AAssociation assistants can be situated at
your Association Greeting table

Adirect registered attendees to your events

Aprepare for your sessions and events
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Aimportant to know ahead of time the
specific needs of your members that are
planning to attend

Nreqguest ahead of
before March 31

ABrockods accessibility
to download
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ABrock is pleased to offer many
sustainable solutions for all attendees

AEncourage your
attendees to bring
their own water
bottles for easy
refilling throughout
campus
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