
PLANNING MEETING 

CONGRESS 2014 - MAY 24-30 

WELCOME 



INTRODUCTIONS   

 

 

Murray Knuttila  

Provost and Vice -President Academic  

Brock University  



THE PRE-AMBLE  

The Federation for the Humanities and Social  

 Sciences organizes Canadaôs largest annual 

 gathering of academics  

The Congress of the Humanities  

and Social Sciences  

 

Brock University is hosting  

Congress 2014  



INTRODUCTIONS   

 

Jane Koustas , Academic Convenor  

Brock University  

 

Jean-Marc Mangin, Executive Director  

Federation for the Humanities and Social 

Sciences  



THE FEDERATION..... 

 

üJean-Marc Mangin, Executive Director  

ü Ann Miller, Director Corporate Services  

ü Eleanor Fast, Director of Policy and 

 Programming  

ü Whitney Stalkie, Logistics Coordinator  

ü Terry DôAngelo, Manager of Congress 



BACK AT THE OFFICE.....  

One individual that you will be working very 

closely with throughout this process  

 

 

 

Donna LeLièvre  

 

Congress 

Administrative 

Officer and 

Registrar  
 



BROCK UNIVERSITY 

ü Jane Koustas , Academic Convenor  

ü Tom Arkell , Associate Vice President,  
 University Services  

ü Brad Clarke, Project Manager  

 

On Campus Services Team:  

Margaret Sanderson,  

Mamdouh  Abdelmaksoud , Phil Nardangeli , 

 Dan Lewis, Tanya Thorp, Marie Reimer,  

Carol McIntosh  



GUESTS  

We would like to welcome representatives 

from the University of Ottawa, hosts of 

Congress 2015  

    

ü Luc Gauthier  

ü Élise  Detellier  

ü Christine Rivas   

 

 



THE PLANNING GUIDE 

 



SUCCESS 

 



CONGRESS THEME 

 

 

ñBORDERS WITHOUT 

BOUNDARIESò 
 

 



YOUR JOB  

  

Program Chairs  

ñPCsò 

 

 

 Local Arrangements Coordinators  

ñLACsò 



ASSOCIATIONS 

V74 Associations at Congress 2014  

 

VEstimated 8000 attendees  

 

V Check your Association Numbers  

 

V Check the date for your Presidentôs 

Reception  



CONGRESS PLANNING CYCLE  

 

Å check key dates and deadlines often  

 

Å Donôt worry!   

We will be sending you regular  

emails with reminders of  

upcoming deliverables  



KEY DATES/TASK LIST  

 

Å The Congress Request System Opens  

 

 

 

 

 

 

 



KEY DATES/TASK LIST  

 

Å weôve outlined a detailed list of due dates 

and action items to be able to help you and  

your Association take advantage of that  

Congress can offer  

 



CONGRESS REQUEST SYSTEM 

Å It is a REQUEST system  

 

Å it consolidates all of your room requests, 

audio visual and catering needs  

 

 



CONGRESS REQUEST SYSTEM 

  

Å It is where all of your Association 

Logistical needs should be noted  

 

Å It is where and how Brock University will 

manage all of your Association requests 

and requirements.  

www.congress2014.ca/organizers  

 

http://www.congress2014.ca/organizers


CONGRESS REQUEST SYSTEM 

  

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 Request 

System  

 

Your username and password will be sent 
to you on October 1 st. 

http://www.congress2014.ca/organizers


CONGRESS REQUEST SYSTEM 

  

All examples shown here are from the 2013 system. 
The updated 2014 system will be available on October 

1st. 

 

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

 

Your username and password will be sent to you on 
October 1st. 

http://www.congress2014.ca/organizers


CONGRESS REQUEST SYSTEM 

Å Click ñAdd roomò for each meeting room 

that you need  



CONGRESS REQUEST SYSTEM 



CONGRESS REQUEST SYSTEM 

Audio visual requests.  ñThe Basic 

Packageò is added to all rooms by default. 

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

 

 



ASSOCIATION ACCOUNTS  

Å each Association has their own account  

 

Å the Congress request system opens 

October 1  

 

Å you set your own Conference fees and 

signing authority( ies)  



ASSOCIATION ACCOUNTS  

Å we collect all your Conference fees into 

your account  

 

Å all Congress expenses are tracked to your 

account  

 

Å off campus services cannot be charged to 

your account  



REGISTRATION 

 

Å Registration opens mid -January  

 

 

 



REGISTRATION 

Å Early Bird Registration Closes March 31  

 

 

 



REGISTRATION 

 

Å some of the highest traffic on the website 

is during the registration launch  

 

Å encourage on -line registration  

 

Å it fast, safe and secure  



FEES  

Å Association Conference fees are set by 

each Association  

 

Å you are encouraged to keep your 

conference fee structure simple  

 

Å your Association fees for Congress must 

be submitted through the Congress 

Request System by October 18  

 

 



FEES 

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 all 
participants must register  

 

This also includes any affiliate or sub groups 
that are meeting under your Association 

umbrella  



NAME BADGES   

Å Congress 2014 name badges will show 

who has registered (and paid) for your 

association conference fees  

Å through the Congress Request system, 

you can log in and keep track of your 

participants to see who has registered.  

Å the Congress Registration system is NOT 

connected to any association data bases 

and cannot verify membership status  



NAME BADGES   

Å Example: The person on the left did not 

register for any association. The person on 

the right registered for CHA.  

 



ASSOCIATION MAILING LISTS   

 

Å send your association mailing list  

Å privacy respected ï sole purpose is to 

distribute information re Congress 2014  

Å Congress 2014 promotional emails and 

printed materials  



ASSOCIATION MAILING LISTS  

Å how to register, promote keynote 

speakers, travel details, tourist information  

 



MEETING SPACE 

 

Å Starting        you can start requesting 

meeting space through the Congress 

Request System  

 

Å this includes space for sessions, 

executive meetings, board meetings, 

plenary sessions, receptions, banquets, 

poster sessions and other events  

 



MEETING SPACE 

Å November 15 is the deadline to submit all 

of your meeting space requirements.  

Å accuracy of requirements extremely 

important  

Å room allocations will be confirmed 

through the Congress request system by 

February 28  

Å departmental rooms and Congress 

support  

 



CATERING AND AUDIO VISUAL  

Å as of October 1 you can download catering 

menus and audio visual pricing at 

www.congress2014.ca/organizers  

 

http://www.congress2014.ca/organizers


MISCELLANEOUS REQUESTS  

Å items such as poster boards, flipcharts 

etc.  

Å  accuracy is very important with all of your 

requests  

 



ASSOCIATION ASSISTANTS   

Å through the Federation system you can 
hire help  

 

Å Association assistants can be situated at 
your Association Greeting table  

 

Å direct registered attendees to your events  

 

Å prepare for your sessions and events  



ACCESSIBLITY    

Å important to know ahead of time the 
specific needs of your members that are 
planning to attend  

 

ñrequest ahead of timeò  

before March 31  

 

Å Brockôs accessibility plan will be available 
to download  



SUSTAINABILITY   

Å Brock is pleased to offer many 
sustainable solutions for all attendees  

 

Å Encourage your  

attendees to bring   

their own water   

bottles for easy  

refilling throughout  

campus  

 


