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HOST PROPOSAL
CCEA Professional Development Summit

Every summer CCEA hosts a professional development Summit for Chamber professionals. The purpose of this event is to provide learning, mentoring and networking opportunities for Chamber professionals across Alberta. 

We are looking for hosts who are enthusiastic about showcasing their community, and supporting the professional development of Chamber professionals across Alberta.

Please fill out the “CCEA Summit Host Proposal Form” spreadsheet by January 31, 2025, and submit it to: Alberta@CCEC.biz

Logistics:

Summit is hosted during the second week of July, typically Wednesday through Friday. In 2024, the conference started with a group lunch at 12:00pm on Wednesday, and ended with lunch to-go on Friday at 12:00pm.

We are expecting 35-40 conference attendees, and an additional 6 people attending as sponsors. 

Budget:
Revenue:
Host Chambers typically secure local sponsorships (cash and in-kind) to help offset the cost of hosting the event. Indicate on the proposal spreadsheet how much you believe you’ll be able to secure in local sponsorships.

Expenses:
Collect quotes and provide cost estimates for Summit expenses:

Venue: We require the room to be set-up with tables and chairs, with a podium at the front of the room. A stage is not required. We will also require 4-6 covered tables with chairs for sponsor booths (typically along the walls).

Audio Visual: We require professional AV with a technician on site to address any technical issues that arise. A typical list of equipment is included below, please adjust as needed.
· AV Technician
· Laptop
· Projector & Screen
· Microphone (to keep at podium)
· Wireless microphone x 3 (for panels and audience participation)
· Speakers
· Presentation Remote (for controlling powerpoint slides)

Meals: Breakfast, lunch and coffee breaks should be provided for the duration of the conference. 

CCEA traditionally hosts a special dinner and white elephant gift exchange on Day 1. We want to experience your community, so this event should take place outside the conference venue. The dinner can be dutch-style (everyone pays for their own meal). Include any venue rental costs or other fees for the dinner in the budget spreadsheet, along with transportation costs if the venue is not within 15-minutes walking distance.

Fun Night: CCEA traditionally hosts a “fun night” on Day 2. We’re looking for a fun, unique opportunity to network and build connections with our Chamber peers. The activity should allow for socialization and is a great chance for you to showcase your community! Include the costs associated with your proposed evening, along with transportation costs. 

Hotel Accommodations:

Provide us with the hotel rates for King and 2 Queen rooms. 

Roles & Responsibilities:

CCEA has a Summit Committee that will work with you to plan the event. 

Host Chamber Responsibilities:
· Coordinate conference logistics - venue, meals, transportation, AV
· Coordinate logistics for 2 evenings - venue, meals, activity, transportation, etc. 
· Recommend potential speakers and topics (must be professional development focused)
· Secure local sponsorships
· Work with CCEA to maintain an accurate event planning spreadsheet (includes budget and conference agenda)
· Serve as the primary point of contact for speakers and sponsors, and ensuring they are prepared for the event 
· Develop a “run of show” document and event script based on the event planning spreadsheet



CCEA Summit Committee Responsibilities:
· Recommend potential speakers and topics (all speakers must be approved by CCEA prior to booking)
· Recruit panelists and speakers from within the Chamber Network
· Provide a conference MC
· Secure sponsorships
· Promote the event to the CCEA membership
· Provide an online event registration page, and provide regular attendance updates
· Work with Host Chamber to maintain an accurate event planning spreadsheet (includes budget and conference agenda)
· Develop a PDF conference program based on the event planning spreadsheet
· Provide on-site support during the conference as needed
· Distribute conference materials in a post-conference e-blast
· Develop and circulate a post-conference survey 

Revenue Share:

To ensure the opportunity to host Summit is accessible to Chambers of all sizes across the province, CCEA will split the event’s net profit 50/50 with the host community. 

All revenue sources including registration fees and sponsorship contributions are eligible for sharing. Funds generated specifically for the bursary program are not eligible for sharing.

All expenses related to hosting Summit will be deducted, including $5000 for the Legacy Bursary program. 

Net profit will be calculated after revenues have been reconciled, Accounts Receivable has been collected, and all expenses paid. See CCEA’s Surplus and Deficit Policy for detailed information.
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