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National Organising Committee - ASPAAN 

HISTORY 
The Australian Society of Post Anaesthesia and Anaesthesia Nurses (ASPAAN) was convened to promote the 
professional development of post anaesthesia and anaesthesia nurses through regular meetings, study days, educational 
forums, and publication of newsletters. 

Founded in 1994 as the Victorian Society of Post Anaesthetic and Anaesthetic Nurses group (VSPAAN), to provide 
education for perianaesthesia nurses, as other special interest groups were not addressing their perianaesthesia needs. In 
response to growing national membership, VSPAAN changed its name to ASPAAN in 2005. At present, ASPAAN has 
more than 600 members Australia wide, and continues to grow. 

In July 2016, ASPAAN will witness a momentous change to become the Australian College of Peri-Anaesthesia Nurses 
[ACPAN] incorporating credentialing, continuing professional development, professional standards & the overall 
progression of peri-anaesthesia nurses in Australia.  

MISSION 
The Australian Society of Post Anaesthesia and Anaesthesia Nurses is the industry leader for the professional 
development of peri-anaesthesia nurses across Australia through regular study days, educational forums, publication of 
newsletters, and provision of education and research grants to its members. ASPAAN partners with international peri-
anaesthesia nursing organisations to ensure its members have access to both national and international best practice 
trends. 

Highlights 
2015 witnessed amazing growth & activity for ASPAAN. A successful National Conference was held in Melbourne, 
Victoria & attended by over 200 delegates across Australia. There were 22 seminars delivered that were developed & 
executed by our 6 state committees. History was made in 2015 with the reinvigoration of the Queensland [QLD] 
committee & the formation of the South Australian [SA] committee. This added to the flourishing New South Wales 
[NSW]/ Australian Capital Territory [ACT], Victorian [VIC], Tasmania [TAS] & Western Australian [WA] committees. 

ACPAN will deliver the ICPAN conference in cooperation & with the assistance of our PCO. National conferences are 
held annually in major cities around Australia, with Melbourne, Sydney, Perth & the Gold Coast being past hosts. Our 
national conference sees 250 peri-anaesthesia nurses from across Australia gather to present & discuss current issues & 
trends in peri-anaesthesia nursing. 

 

We look forward to welcoming our international colleagues to Sydney for ICPAN 2017 
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Location at a Glance 

 

 

Travelling into Australia 
Currency used is Australian dollars [AUD] 

The following information relates to the City of Sydney & was retrieved from 
https://businesseventssydney.com.au/sydney-shines/essential-city-info/  

Travelling to/ from Sydney 
Sydney Airport is Australia’s international gateway, serviced by all the major passenger airlines. It offers more than 600 
scheduled services per week, including direct or one-stop services from major hub cities. The city centre is a convenient 
8 km (5 miles) from the airport, accessible by train or taxi. 

Visas 
Unless you’re an Australian or New Zealand citizen, you’ll need a visa to enter the country for your event. For the most 
up-to-date information about how to apply for a visa before arriving in Australia, visit the Australian Government 
Department of Immigration and Border Protection website. 

Department  o f  Immigrat ion & Border  Pro te c t ion  

http://www.border.gov.au/  

Visa In format ion for  Vis i tors  

http://www.border.gov.au/Trav/Visi/Info  

Visi tor  Visas  ( subc lass600) 

http://www.border.gov.au/Trav/Visa-1/600-  

Visi tor  Visas  ( subc lass651) 
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http://www.border.gov.au/Trav/Visa-1/651-  

Department  o f  Fore ign Affa ir s  & Trade In format ion  

http://dfat.gov.au/about-australia/visiting-australia/Pages/visiting-australia.aspx  

Incoming Passenger Cards 
You’ll probably need to complete and present a passenger card when you enter and leave Australia. Your airline crew 
will give you this card to complete before you land. 

Vaccinations 
Australia is a clean, green nation, and free of many common diseases. You don’t need any specific vaccinations to enter 
Australia, but if you’re travelling from a yellow fever-infected country, you will need to present a yellow fever certificate. 

Australian Quarantine 
Australia is an island that is protected from a number of diseases. To keep it this way, our quarantine process is 
extremely strict. Bags can be x-rayed, searched and checked by sniffer dogs. You will be given a list of what you can and 
can’t bring into the country. 

Department  o f  Agr i cu l ture  & Water  Resources  

http://www.agriculture.gov.au/travelling/to-australia/arriving-in-australia-declare-it  

Currency 
Australian money comes in both notes and coins. The notes are: $5, $10, $20, $50 and $100. The coins are: 5, 10, 20 and 
50 cents, and $1 and $2. You’ll find currency exchange facilities at the international airport, throughout the city centre, 
and at most banks and Australia Post offices. 

Credit Cards & ATMs 
All major credit cards (including Visa, Mastercard, American Express) are widely accepted in Australia. Automatic Teller 
Machines (ATMs) are available throughout the city and accept most common cards. 

Electricity 
In Sydney, and throughout Australia, the electrical supply is 240 volts, 50Hz. International adaptors are readily available 
at chemists (drug stores) and electrical supply stores. Most hotels provide 110-volt outlets for shavers. 

Sydney Climate 
Sydney enjoys a pleasant and temperate year-round climate, with more than 340 sunny days a year! To pack appropriately, 
we recommend you learn more about local forecasts in the area you’re planning to visit. 



SYDNEY, AUSTRALIA – NOVEMBER 2017 6 
 

 

Sydney Seasons 
Summer – December to February   Autumn – March to May 
Winter – June to August    Spring – September to November 

Time Zones 
Sydney is one of the first cities to wake up each day. We’re 10-11 hours ahead of Greenwich Mean Time (GMT), 
depending on the time of year. 

Languages 
English is Australia’s official language. But Sydney is one of the world’s most multicultural cities, with more than 1.2 
million residents who speak a different language at home. So you’re sure to find someone who speaks your ‘lingo’ (that’s 
Australian for language). 

Getting Around 
Sydney is a walking city, so bring some comfortable shoes! Most places you’ll need to go are easily accessible by foot, but 
if you’d prefer a different mode of transport, the city’s extensive public transport network is always nearby. It includes 
trains, buses and taxi services, and even free shuttle buses. 

For more information regarding public transport in Sydney please visit http://www.transportnsw.info/  

Australian Goods & Services Tax [GST] 
A Goods and Services Tax (GST) of 10% is included in the ticketed purchase price of almost all consumer goods and 
services in Australia. If you have any questions relating to the GST, please contact the Australian Tax Office directly. 

Accommodation 
Sydney boasts a wide variety of hotels, self-contained apartments, motels and hostels. There’s plenty to suit all styles, 
tastes and budgets. Note: Many international flights arrive in Sydney early in the morning – between the hours of 6.00 
am and 8.00 am – and hotel check-in is usually after 2.00 pm or 3.00 pm. 

For more information regarding accommodation http://www.sydney.com/accommodation  

Things to See & Do 
Living is serious business in Sydney. Our city is united by water and we make the most of it. Our harbour is alive with 
activity, with events and festivals all year round, and a thriving arts, music, theatre and dining culture. You can enjoy 
many things at little or no cost. 

For more information regarding things to see & do http://www.sydney.com  
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Eating Out 
Sydney is one of the most eclectic food capitals in the world, with diverse, fresh and creative cuisines to be savoured. 
Our restaurants span the full spectrum when it comes to catering for different tastes and budgets.  

Tax Free Shopping 
Sydney International Airport offers international visitors duty-free shopping for a large range of luxury brands. You may 
also be eligible for a refund of the GST paid on goods you purchase during your time in Sydney. Find out more about 
applying for the Tourist Refund Scheme. 

Touris t  Refund Scheme 

http://www.border.gov.au/Trav/Ente/Tour/Are-you-a-traveller  

The Tourist Refund Scheme (TRS) lets you claim a refund of the Goods and Services Tax (GST) and Wine Equalisation 
Tax (WET) that you pay on certain goods you buy in Australia and then take out of Australia with you or in your 
checked luggage or carry-on bags. 

Who can get a refund? 

TRS is open to all overseas visitors and Australian residents, except for operating air and sea crew. 

What purchases are eligible for a refund? 

Purchases are eligible for refunds if: 

• they are purchased in the 60 days before you leave Australia 

• your purchases from any single business total $300 (GST inclusive) or more. For example, if you 
bought items from one business - even on separate invoices - that together total $300, these items may be 
eligible for a tax refund under TRS 

• you, the passenger, paid for the goods 

• you have an original tax invoice for the goods 

• you wear or carry the goods (unless they are liquids, gels or aerosols or oversized or bulky goods which the 
airline require to be checked in) ashand luggage aboard the aircraft or ship as you leave Australia, or check the 
goods in with your luggage after they have been verified by an officer at a Client Services counter. 

Purchases are not eligible for refunds if they are: 

• beer, spirits or tobacco products 

• goods that did not have GST/WET  paid on them (e.g. medicines, some foods) 

• services (e.g., accommodation, vehicle hire, food, tours warranties, etc.) 
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• gift cards or vouchers 

• items that have already been used (in part or in full) in Australia (e.g. food, perfume etc.). It’s ok to use cameras, 
iPhones, clothing, etc. 

• do not accompany you on your flight or ship out of Australia. 

  

Check your tax invoice; some tax invoices indicate if GST or WET has been applied to each item. 

How do I make a claim? 

You can make a claim for a tax refund by visiting the TRS facility in an international airport or the cruise liner terminal 
of some Australian seaports. 

To make processing your claim faster at your port of departure, you can pre-enter the details of your claim using the 
TRS web or mobile applications (apps).  

For more information on the apps visit the Tourist Refund Scheme applications webpage 

How much will I get? 

You will be refunded: 

• the total GST (price you paid divided by 11), and/or 

• the total WET (14.5% of the price you paid for the wine) 

on all of your eligible goods. 

Refunds to a credit card or to an Australian bank account will generally bepaid within 60 days.  Refunds by cheque can 
take up to two months. 

What do I need to bring to the TRS facility? 

Bring your goods, original tax invoices, passport and boarding pass to the TRS facility. 

If you have pre-entered your claim details using the TRS web or mobile app you must also present your TRS claim code 
to an officer at the TRS counter. For more information on the TRS claim code visit the Tourist Refund Scheme 
applications webpage 

A tax invoice has the word ‘tax invoice’ on it and shows the business name and Australian Business Number (ABN) of 
the retailer, the purchase price including the GST and/or WET paid, a description of the goods and the date you 
purchased the goods. For tax invoices over $1,000, the tax invoice must also show your name and address. 
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If you are unable to present some or all of your goods and/or tax invoices on request, or cannot provide evidence that 
an officer has sighted your goods, some or all of your claim may be rejected. 

Different rules apply for people wanting to claim the TRS on liquids, aerosols, gels and oversized items. You can read 
about these below. 

How long before I depart Australia should I go to the TRS facility? 

At airpor t s   

You can make a claim up to 30 minutes prior to your flight’s scheduled departure time. To make sure you have enough 
time to make your TRS claim, you should complete your departure immigration clearance at least 90 minutes before the 
scheduled departure time of your flight. 

After you have passed through departure immigration, go to the TRS facility, where you can lodge your claim. 

TRS counters are staffed while outward flights are being processed at Sydney, Melbourne, Brisbane, Perth, Darwin, 
Adelaide, Cairns and Coolangatta international airports. To find the location of the TRS facility, check the website of the 
airport where you will depart from Australia. 

At seapor t s  

At seaports, you can make a claim between one and four hours before your ship’s scheduled departure time. Claims can 
only be made at the last Australian port before departure for overseas, which may be a different port to where you 
boarded the ship. Make sure you have purchased the goods within 60 days of departing from the final port of departure 
for overseas. 

TRS facilities will be available at terminals in Sydney, Brisbane, Melbourne, Cairns, Darwin, Fremantle and Hobart. 

Other  por t s   

If you are leaving from another airport or seaport, contact the Department to find out how to make a claim. 

What if my goods are liquids, aerosols or gels, or oversized? 

There are limits to the amount of liquids, aerosols or gels that you can take into the cabin on flights to and from 
Australia. To find out more about this, see Department of Infrastructure and Transport's website 

If you want to make a TRS claim for liquids, aerosols or gels that you are not able to take on board because of these 
limits, take your goods to the Client Services counter before they are packed in your checked luggage and checked in 
with the airline. 

This also applies to oversized items, like skis, snowboards and golf clubs and other goods that you will check in. 
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To find the location of the Client Services counter, check the website of the airport where you will depart from Australia. 

Tipping 
Sydney doesn’t operate on a tipping culture. You may tip to show your appreciation for good service, but it’s not a 
requirement anywhere. As a guide, a tip of 10% in restaurants and taxis would be an indication that you were very happy 
with the service you received. 

 

Visit the Tourism Australia for more information 
http://www.tourism.australia.com/  
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Conference Venue 

 

 
 

International Convention Centre [ICC] Sydney  
FLEXIBILITY IN A DAZZLING LOCATION 

ICC Sydney is a highly flexible modern venue that is smartly nestled on Sydney Harbour in the heart of the city and 
surrounded by financial, creative, cultural, media, technology and knowledge hubs. 
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Its multipurpose spaces, leading technology and celebration of Sydney’s natural environment provide endless 
possibilities for creating events and meetings that inspire the imagination and boost professional development.  

CONTEMPORARY, DYNAMIC, ADAPTABLE 

Attending association, corporate and private events in Sydney will never be the same again. ICC Sydney guests will soon 
be experiencing sweeping views from internal and open air locations throughout the spectacular waterfront venue. 

ICC Sydney is capable of hosting three large, concurrent conventions, each with their own plenary, break out rooms, 
exhibition space and dedicated catering areas within the harbour side setting.  

PREMIER PLENARY CHOICES 

• Darling Harbour Theatre: 2,500 sea t  tiered plenary  

• Pyrmont Theatre: 1,000 sea t  tiered plenary   

• Cockle Bay Room: 800 sea t  flat floor plenary  

 

World Class Cuisine 
World class quality, presentation and delivery of exclusive and food and beverage catering across the venue. 

Purpose Built Facilities 
The convention centre has a red carpet arrival area purpose built registration areas, as well as dedicated VIP and speaker 
preparation rooms. 

Event Production 
The ICC Sydney team will work hand in hand with clients to ensure the flawless integration and implementation of 
events. 
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Meeting Room Space 

8,000sqm  of meeting room space across 70 rooms . 

Accessibility 
Internal access to all facilities across the venue is complemented by a diversity of access points into ICC Sydney. 

Banquets 
Within the convention centre, there are a variety of banqueting rooms to choose from. 

 

 

Capacity 
ICC	  SYDNEY	  CONVENTION	   THEATRE	   BANQUET	   COCKTAIL	   CLASSROOM	   SQUARE	  METRES	   SQUARE	  FEET	   CEILING	  

HEIGHT	  (M)	  

LEVEL	  TWO	   	   	   	   	   	   	   	  

Pyrmont	  Theatre	   1,000	  tiered	   -‐	   -‐	   -‐	   -‐	   -‐	   -‐	  

C2.1	   120	   60	   130	   70	   106	   1,140	   3.7	  

C2.2	   100	   50	   110	   60	   90	   965	   3.7	  

C2.3	   185	   100	   210	   110	   166	   1,785	   3.7	  

C2.2	  +	  C2.3	   285	   150	   320	   175	   256	   2,755	   3.7	  

C2.4	   100	   50	   110	   60	   88	   945	   3.7	  

C2.5	   100	   50	   110	   60	   90	   965	   3.7	  

C2.6	   105	   60	   115	   65	   93	   1,000	   3.7	  

C2.5	  +	  C2.6	   205	   110	   230	   125	   183	   1,970	   3.7	  

Parkside	  Ballroom	  	   1,400	   750	   1,575	   855	   1,260	   13,560	   4.5	  

Parkside	  Ballroom	  1	   990	   520	   1,100	   600	   881	   9,480	   4.5	  

Parkside	  Ballroom	  2	  	   425	   220	   470	   255	   379	   4,080	   4.5	  

The	  Gallery	   -‐	   -‐	   2,000	   -‐	   2,407	   25,905	   5	  

LEVEL	  THREE	   	   	   	   	   	   	   	  

Cockle	  Bay	  Room	   835	   440	   920	   500	   742	   7,985	   5	  

Cockle	  Bay	  Room	  1	   415	   220	   460	   250	   371	   3,990	   5	  

Cockle	  Bay	  Room	  2	   415	   220	   460	   250	   371	   3,990	   5	  

C3.1	   130	   70	   150	   80	   119	   1,280	   5	  

C3.2	   165	   85	   185	   100	   149	   1,600	   5	  

C3.3	   260	   140	   290	   160	   234	   2,515	   5	  
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C3.4	   150	   80	   170	   90	   136	   1,460	   5	  

C3.5	   150	   80	   170	   90	   136	   1,460	   5	  

C3.4	  +	  C3.5	   300	   160	   340	   185	   272	   2,925	   5	  

C3.6	   240	   120	   270	   145	   214	   2,300	   5	  

LEVEL	  FOUR	   	   	   	   	   	   	   	  

Darling	  Harbour	  Theatre	   2,500	  tiered	   -‐	   -‐	   -‐	   -‐	   -‐	   -‐	  

Accessible	  from	  levels	  2,	  3,	  &	  4.	  Each	  floor	  has	  pre-‐function	  /	  foyer	  areas.	   	   	   	  

C4.1	   310	   160	   345	   185	   276	   2,970	   5	  

C4.2	   130	   70	   145	   80	   118	   1,270	   5	  

C4.3	   155	   80	   175	   95	   139	   1,495	   5	  

C4.4	   315	   170	   350	   190	   282	   3,035	   5	  

C4.5	   355	   190	   400	   215	   318	   3,420	   5	  

C4.6	   150	   80	   165	   90	   133	   1,430	   5	  

C4.7	   160	   80	   175	   95	   143	   1,535	   5	  

C4.6	  +	  C4.7	   300	   160	   340	   185	   276	   2,970	   5	  

C4.8	   330	   170	   365	   195	   293	   3,150	   5	  

C4.9	   160	   80	   175	   95	   141	   1,515	   5	  

C4.10	   160	   80	   175	   95	   141	   1,515	   5	  

C4.9	  +	  C4.10	   320	   160	   350	   190	   284	   3,055	   5	  

C4.11	   270	   140	   310	   165	   245	   2,635	   5	  

LEVEL	  FIVE	   	   	   	   	  

Grand	  Ballroom	   3,240	   2,000	   3,600	   1,950	   2,880	   31,000	   9	  
B1	   1,430	   760	   1,590	   860	   1,272	   13,690	   9	  

Meeting	  Room	  E5.8	   100	   50	   115	   60	   93	   1,000	   2.4	  -‐	  2.7	  
Meeting	  Room	  E5.9	   120	   60	   135	   70	   108	   1,160	   2.4	  -‐	  2.7	  

Meeting	  Room	  E5.10	   150	   80	   165	   90	   137	   1,475	   2.4	  -‐	  2.7	  

	   	   	   	   	  

For more information regarding conference location http://www.sydney.com/  

For more information regarding accommodation http://www.sydney.com/accommodation  

Proposed Conference Dates 
Wednesday 1st November to Saturday 4th November 2017 

Registration available from Wednesday 1st November 2017 

Workshops Wednesday 1st November 2017 

Welcome Reception Wednesday 1st November 2017 

Formal Conference Dinner Friday 3rd November 2017 
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International Congress Forum Saturday 4th November 2017 

Social Program TBA 
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Professional Conference Organiser [PCO] 

East Coast Conferences 
East Coast Conferences (ECC) is a PCO business established in 2000 and based in Coffs Harbour on the NSW Mid 
North Coast. The business owners, Jayne Hindle and Amy McIntosh, have been working in the industry for 20 years 
and 16 years respectively and between them have organised conferences ranging in size from 100 to 2000 delegates. 
ECC has an excellent track record, with most business being repeat or referred clients. ECC organise around 8 
conferences a year, ranging in size from 200 – 600 delegates and have a small but highly efficient team consisting of 
Jayne, Amy, Jasmine and Jodie (part time). ECC is a member of both Meetings and Events Australia and the 
Professional Conference Organisers Association.  

  
ECC are highly experienced in medical/nursing conferences. We have organised the 1st and 2nd Australian Nursing and 
Midwifery Conferences in Newcastle in 2013 and 2015 (both attracting around 300 delegates), as well as the Rural 
Critical Care Conference annually from 2004 – 2015 (around 200 delegates, predominantly rural critical care nurses). 
Other medical/nursing conferences we have managed have been in the areas of Falls Prevention, Gerontology, Dental 
and Resuscitation.  

  
The ECC Project Manager will be Jayne Hindle. Jayne has over 20 years of experience in conference management and 
has organised many of the medical/nursing conferences that ECC have been involved in. As a small team, we pride 
ourselves on our high level of personal service, and provide one main point of contact for your committee to liaise with 
regarding all aspects of your conference. We work in an open plan office, and all team members are always aware of all 
that is going on for each of the conferences. 

Conference Organising Services Offered by ECC 

Management and Reporting  

• Preparation of Critical Path Plan and Running Sheets for the overall planning and onsite running of the 
conference once contracted.   

• Participate in monthly teleconference meetings with the Conference Committee (as scheduled in Critical Path 
Plan). Management fee includes one face to face meeting at conference venue or other Sydney location.   

• Provide regular updated reports on arrangements for the conference as progress reports on Registrations plus 
final report upon completion of the conference – these reports will be on a monthly basis (as ‘Conference 
Manager Reports’).  

 Financial Management  
• Preparation and maintenance of conference budget per Committee’s brief for approval.   
• Determine the conference registration fee in consultation with the Conference Committee ensuring all costs 
associated with the conference are recovered.  
• Management of deposits, invoicing and payment arrangements for local suppliers.  
• Processing of delegate registration fees and refunds, and income from sponsorship and exhibitors into a bank 
account set-up by ECC specifically for the conference, or into the client’s nominated bank account if preferred.  
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• Monitor, prepare and present monthly budget updates to Committee.  
• Prepare and lodge quarterly BAS statements (or provide reports to client for their own lodgment if preferred).  
• Where the bank account is set-up by ECC, all income and expenditure will be entered in MYOB and reconciled 
with bank statements monthly.  
• A no loss contract is not offered by ECC. We will, however, manage your budget stringently and ensure that 
we do our best to achieve a positive financial outcome. In all of our years of managing conferences we have not yet 
had a conference run at a loss.  
• ECC will require seed funding of $5,000 to be deposited into the conference account. This will cover logo 
design, website set-up and design and other expenses necessary to start the organisation process. Other than the initial 
required deposit, ECC management fee payments will not be required until conference cashflow allows.  

 Insurance  
• Provide information and source quotes for insurance options which provide adequate coverage for conference, 
trade exhibition and social functions  
• Administration of insurance issues as relates to the trade exhibition, including ensuring all exhibitors 
demonstrate current appropriate levels of public liability insurance  
• Ensure key suppliers (venue, transport, off-site functions, caterers, etc) are adequately insured  

 Sponsorship / Trade Exhibition Management  
• Prepare ‘Sponsorship and Trade Exhibition Opportunities’ prospectus for distribution to targeted potential 
sponsors.  This document will include details of the conference, organisation, and various sponsorship levels with 
accompanying benefits detailed.   
• Canvas all potential sponsors to secure commitment.  
• Preparation of Sponsors database (for all contacted potential sponsors) plus a ‘Confirmed Sponsors’ database 
for accurate and efficient communication.  
• Provide all administrative tasks associated with sponsor-servicing including sponsorship confirmation, tax 
invoices, detailed information on benefits, deadlines, delivery labels etc.  
• Liaise with sponsors to ensure their requirements and entitlements are met.  

 Marketing and Conference Material  
• Incorporate key marketing tasks (including links to related website/calendar of events; email blasts; advertising 
etc) in Critical Path Plan to ensure effective marketing and promotion of the Conference.  
• Management of Conference database including expressions of interest from website, contact details for 
confirmed and potential delegates and sponsors.  
• Preparation of media releases for Committee’s approval and distribution through ASPAAN.    
• Prepare copy and coordinate graphic design (where required) for all required conference material, including:  

o First Announcement  
o Call for Abstracts Flyer  
o Registration and Program Brochure  
o Registration Form  
o Sponsorship and Trade Exhibition Prospectus  
o Sponsorship and Trade Exhibition Confirmation Form  
o Program and Abstract Book  
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o Conference Proceedings (web page)  

 Website Management  
• Coordinate the design and updates of the conference website, including arranging appropriate web hosting / 
domain name etc. (Website designer is an outside supplier, at an additional cost).  
• Ensure the Conference website includes all relevant information, including pages for conference details, venue, 
destination, program, accommodation, registration, sponsorship and trade exhibition information, contact details etc.  
• Arrange and coordinate online expression of interest form, online abstract submission and review, online 
registration and online evaluation.  

 Venue Management  
• Source and compare quotes from venues that fit within the Conference budget and meet committee and 
program requirements.  
• Negotiate and confirm venue with contract and deposit.  
• Conduct on-going communication with venue for all conference and exhibition requirements including:  

• Costs for room hire, food / beverage and payment schedule  
• Room seating and configuration for each session (lectern, lights, screens, etc)  
• AV requirements for each area  
• Secretariat arrangements   
• Registration area  
• Food and beverage requirements, including special dietary requirements  
• Key venue representative contact details  
• Booking dates to allow for adequate ‘bump-in’ time for trade exhibitions  
• Placement of poster presentations  
• Sponsor displays and banners, signage identification  
• Availability of phone/modem lines for both secretariat and trade areas  
• Security / Safety  
• Access  
• Power  

 Social Functions and Transport Management  
• In consultation with the Conference Committee, develop ideas, source quotes and confirm arrangements for 
social functions including suitable venue, theme, entertainment, catering, audio visual, MC, speakers etc.  
• Determine transport requirements such as airport transfers, technical/field trips, transfers to offsite functions, 
partners’ tours, offsite visits etc, obtain quotes and confirm all necessary arrangements with chosen suppliers.  

 Speaker and Program Management  
• Assist the Committee to determine the conference theme, title and program streams.  
• Assist the Committee with the selection of suitable speakers for sessions, if requested, and advise on effective 
program structures.  
• Organise Welcome to Country speaker / acknowledgement where required.  
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• Coordinate the Call for Abstracts process, including developing and distributing Call for Abstracts flyer, 
facilitating online abstract submission and online abstract review, assist the committee throughout the abstract review 
process, correspond with speakers regarding the status of their abstract.  
• Administer all speaker arrangements, including registration, accommodation, AV requirements, negotiated fee 
arrangements (if any), transportation and local transfer arrangements.  
• Confirm presentation details with all speakers including presentation time, date, session details, entitlements 
and send out speaker briefing notes with deadlines for submitting PowerPoint presentations, bio’s, changes to 
abstracts etc.  
• Coordinate speakers bio notes, abstracts, and speaker photo to assist conference promotion and have copy of 
presentation available for inclusion on postconference web site.  
• Facilitate efficient communication between speakers and Program Sub Committee to ensure educational 
objectives are achieved.  
• Liaise with committee on ‘speakers’ gift’ suggestions, ideas etc.  
• Liaise with MC / Session chairpersons and provide copies of speaker bio’s for introduction, as well as detailed 
running order of each session, and chairperson briefing notes.  
• Liaise with audio visual suppliers to obtain competitive quotes for equipment required.  
• Liaise with speaker on obtaining PowerPoint presentations in advance where possible, and have as many 
loaded and ready to go as possible. Load last minute presentations at the registration desk and ensure the AV 
technician has them loaded in plenty of time before the session.  

 Delegate Services  
• Set-up both hard copy and online versions of the conference registration form, with detailed information on 
the registration options available, including registration terms and conditions and cancellation policies. Secure online 
payment facilities are offered, as well as EFT and cheque payments.  
• Reserve and manage adequate block bookings at a variety of accommodation options where applicable, and 
ensure the best available rates are obtained for delegates. Where block bookings cannot be made, provide contact 
details for the local Visitor Information Centre.  
• Process all registration activities for delegates using specialised conference management software (Summit 
Event Manager-Pro):  including full and partial conference registration types, selection of conference sessions / 
workshops, social functions, field trips, tours, accommodation and special requirements as required.  
• Send registration confirmation letter (delegates can select preferred method of correspondence as either email 
or post) which includes the selections the attendee has made, as well as detailed information to assist them in the lead-
up to the conference.  
• Process all registration fee payments, including cheque, EFT and credit card.  
• Administer all tax invoices, payments, refunds, cancellations or adjustments.  
• Provide assistance for any delegate queries via phone, fax, post and email.  

 On site management  
• Co-ordinate and pack conference satchels and assemble name badges.  
• Management of all on site matters including venue set-up; exhibitor bump-in; poster display set-up; setting up 
and staffing the registration desk; secretariat services; speakers assistance; program timing; food / beverage; 
coordinating and managing AV and technical requirements.  
• Register delegates by providing them with a name badge, program, satchel and any other conference materials.  
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• Ensure any delegates who have outstanding payments complete a “Payment Guarantee Form” to ensure 
payment is received within 30 days after the Conference.  
• Provide MC / Chairperson with daily housekeeping notes to brief delegates; speaker introduction notes / bio’s; 
detailed running order of program; briefing notes.  
• Act as main contact onsite and coordinate arrangements with venue, caterers, audio visual technicians and any 
other sub-contractors.  
• Provide assistance for speakers, including linking up with session chair / MC prior to start of session and 
ensuring AV requirements are met.  
• Coordinate and manage on-site services for sponsors and exhibitors for duration of the conference.  
• Manage any P.R. or media issues that may arise.  
• Assist sponsors and exhibitors with bump-out, and ensure everything is packed up at the end of the conference.  

 Evaluation and Post-Conference Activities  
• Develop an online evaluation form in consultation with the Conference Committee and send link to all 
registered delegates after the Conference  
• Request permission from speakers and include PDF versions of PowerPoint presentations and/or papers or 
abstracts on Conference website  
• Send thank you letters to speakers, sponsors and exhibitors  
• Follow-up all outstanding income / expenses  
• Preparation of written evaluation report for Committee’s de-brief, to include:  

• Statistics on registrations and attendance  
• Summary of organisational procedures with recommendations for the next conference  
• Final budget (reconciled)  
• Summary of sponsorship outcomes  
• Summary of trade exhibition  
• Summary of social activities  
• Comments and suggestions from PCO  
• Independently audited final budget reconciliation within post conference report   

CLIENT RESPONSIBILITIES  
The Committee maintains primary responsibility for the following areas (with assistance from ECC as required):  

1. Conference host  

2. Venue selection  

3. Speaker selection and program development  

4. Budget approval  

5. Coordinate Committee feedback and provide one centralised response to ECC on all draft copy for marketing 
material  
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The Organising Committee is primarily responsible for the programming side of the conference. Once a clear and 
defined list of responsibilities has been agreed upon by the Committee plus an appointed ‘first point of contact’ then it 
becomes ECC’s responsibility to drive the conference organisational process. This includes the Committee maintaining 
responsibility for policy, meeting objectives, goals, program content and other duties as recommended by ECC.  

The primary communication on a day-to-day basis would be between an ECC partner and the Committee’s contact 
person. ECC would participate as a Committee member to ensure clear communication for decision-making and 
progress reporting. ECC provides the ‘arms and legs’ to convert Committee decisions into action; while maintaining the 
conference schedule and budget and coordinating suppliers.  

PROFESSIONAL FEE  
In order to provide the Committee with a concise fee structure that offers the broadest opportunity for significant 
revenue results, ECC suggests the following professional fees:  

1. Management Fee is $24,000 (including GST). This is a fixed fee and incorporates all professional hours to 
successfully complete the services as outlined above in Section ‘B’ (excludes B.10 Delegate Services).   Excluded in this 
fee are any venue, outside supplier or subcontractor fees for goods or services; additional travel for meetings not 
included in section B.1, or other activity directly related to the execution of the conference; or any items not stated as 
included or listed below.  

2. Registration Processing Fee is $27.50 per person including GST.  This fee is for all delegates, speakers, 
committee, sponsor and trade representatives registered in the Conference database and attending the Conference either 
in part or in full.   

3. Sponsorship and Trade Exhibition Management Fee is 10% of all sponsorship and trade exhibition income 
secured (including GST).  This fee covers all administrative activities associated with the overall running of the 
sponsorship and exhibition component of the conference.  

Accommodation Commission  

• In order to manage the accommodation bookings, ECC requires a 10% commission. This is usually paid directly by the 
hotel, however if the contract has already been signed on a noncommissionable rate, ECC will need to add 10% to the 
quoted rate. Alternatively, delegates can book directly with the hotel rather than via the conference registration form.  

Proposed payment schedule & terms:    

Management Fee:  

An upfront payment equal to 10% of total Management Fee, payable upon agreement. Balance is payable in equal 
amounts, monthly until the conference.    
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Registration Processing Fee:  

Calculations based on the number of actual registrations processed.  Payable monthly in arrears, with final payment due 
within 30 days of completion of the conference.


