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CONFERENCE SUPPORT REQUEST
[image: image1.jpg]Name of Association:
Conference / Workshop Title:
Conference / Workshop Day and Date:     /      /
Conference / Workshop Time: From             to

Date of Request:     /     /     

Venue:  (name of venue and location):
Maximum Number of attendees: 
Event Contact Details:



Name of person:




Email:



Phone:


Fax:


Mobile:
Event Invoicing details:



Name of person:



Address to send invoice:
Conference support services (please tick appropriate items for services required):

· Registrations

· CEASA to receive forms only (forward to designated person) OR

· CEASA to receive forms, initiate and maintain conference database

· CEASA to receive registration fee and forward to designated person, OR

· CEASA to receive registration fee, bank and forward total payment to designated person

(Note:  all credit card transactions incur a 5% fee for administration costs)
· Attendance Confirmation

· To be posted to conference participants (CEASA will charge for envelope and postage)

· To be group-emailed no earlier than one week prior to event

· Nametags

· Association to provide 

· CEASA to provide

· Self-adhesive labels

· Card holders (pinned plastic card with printed insert)

· Certificates

· Paper provided by Association (e.g. special letterhead, graphic - delivery to CEASA asap)

· Paper provided by CEASA (specify colour):
(Note:  Wording and any artwork for logos, etc to be provided to CEASA asap)
· Receipts for conference registrants

· To be posted to conference participants (CEASA will charge for envelope and postage)

· To be collected by conference participants at conference

· Conference Attendance List (print)

· Word-processing, photocopying, mailing, etc. (additional services to those above)

Details:


· Administrative support at conference (only if negotiated with Office Administrator/s prior to finalising conference requirements)

Details:


Please see separate sheet for details of pricing for administrative support.

Instructions:


Please fill out all highlighted fields, tick all services required and return this form with a copy of the event flier to CEASA prior to advertising the event. 
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