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A Conference Management Company





Sample Contract:    
Conference/Event Name - Event Date


This agreement entered into between T.M. Enterprises and the ________TBD____________ (Sponsor).  

CONFERENCE PROPOSAL 

I. Responsibility of T.M. Enterprises

T.M. Enterprises agrees to perform for the Sponsor the following services for the _____Sponsor____ to be held _____TBD_____  in ____TBD____ as per budget arrangements agreed to by both parties.

A.
Advertising
1. Advertisements in journals and/or newspapers of your choice.

2. Website development and maintenance for the Sponsor will be provided with the input of the Sponsor.  Participants will be able to obtain conference materials, brochure on the website. Online registration will be available. 
B.
Printing 
1. Brochures 

2. Conference Booklet 
3. Handouts as specified by speakers 
 
4. Name tags and Packet Materials 

5. Evaluation Forms 
C.
Mailing 
1. Prepare brochures for mailing and ship to Sponsor  

2. T.M. Enterprises and Sponsor will jointly provide mailing list 
D.
 Registration 
             
Handle all pre-registrations and registrations. 
E.
Facilities 

Work with specified facilities regarding meals, lodging, and set-up of needed facilities as determined by Sponsor. 

T.M. Enterprises will obtain event insurance for the event.
F.
Accounting                        
1. All income associated with the conference and expenses related to the conference will be processed through T.M. Enterprises on behalf of the Sponsor.   
2. T.M. Enterprises will provide a budget and accurate final accounting to the Sponsor of all funds received and spent.  
G.
Program 
T.M. Enterprises will work with Sponsor's planning committee, as a resource for assessing needs, scheduling, agenda, topics and speakers. T.M. Enterprises will correspond with speakers directly throughout the planning stage of conference and post-conference in addition to sending progress reports as needed. 
H.
Evaluation   
T.M. Enterprises will provide an evaluation tool for participants and speakers and provide to Sponsor a compilation of evaluation tool after the Conference. 

I.
 Exhibitors 
            
T.M. Enterprises will handle the exhibitors to be present at the Conference. Including: 
1. Contact the exhibitors of the Sponsor's choice with input from T.M. Enterprises.         
2. Make arrangements with facilities regarding space and set-up for the exhibitors. 

3. Be responsible for all exhibitor booths and the stipulated needs of each exhibitor.  

J.
Progress Reports 
1. T.M. Enterprises will release to Sponsor up-dated reports of Conference progress, under a mutually agreeable timetable.                           

2. Visits by T.M. Enterprises during planning period of Conference as deemed necessary by the Sponsor.            

II.        Responsibilities of Sponsor 

A.  Determination of facilities, after receiving the advice and support of T.M. Enterprises.
B.  Determination of exhibitors (with input from T.M. Enterprises.) 
C.  Determination of speakers, topics, agenda program and conference schedule, after        receiving advice and support of T.M. Enterprises.      
D.  Consultation with a planning team and the T.M. Enterprises for the handling of all areas of special needs including, Environment, Liturgy, Music, and Banquets, Awards and all areas of Event management. 
E.  Publicity through all communications systems available to encourage participation in the conference. 

F.  Support for the conference’s needs of the Spanish material needed as it relates to the brochure, handbook etc

 

III
Financial Arrangements 
             Sponsor assumes full financial responsibility for Conference.

A. Participant fees will be determined jointly by Sponsor and T.M. Enterprises to the mutual satisfaction of both. 

B.  All expenses directly attributable to the conference will be paid for by the Sponsor.

C. Extra expenses other than amount budgeted must be approved by Sponsor and T.M. as per budget attachment. 
 We can be reached at: T.M. Enterprises, A Conference Management Company

                                                                       8404 Jamesport Dr  Rockford IL  61108

Terry Wessels,  Conference Coordinator P:  815-332-7084 F: 815-332-3476 E: TMEnter2@aol.com        

Jacki Giacone, Assistant                            P:  815-509-7158  F: 815-332-3476 E: TMEnter4@aol.com 

Sponsor

Signed  _________________________________________  Title ___________________________

Date   __________________________________________

T.M. Enterprises

Signed  _________________________________________  Title ___________________________

Date   __________________________________________

T.M. ENTERPRISES – A CONFERENCE MANAGEMENT COMPANY

8404 Jamesport Drive, Rockford, IL 61108

P: 815-332-7084  F: 815-332-3476 E: TMEnter2@aol.com  W: www.TMConferenceServices.com
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