Template for Proposal to Host a CPTSC Annual Meeting (Conference)

When completing this template, be sure to consult the document “Submitting a Proposal to Host a CPTSC Annual Meeting (Conference)” to make sure you provide all expected or necessary information in each area listed below.

Proposals to host an upcoming CPTSC Annual Meeting (Conference) must include information that addresses the following items:
Scheduling:

State the dates on which you propose to host the conference/on which you propose for the conference to take place.  

Location:

State the location you propose for to the site of the future conference.

Access/Transportation:

List the options attendees have for travel to the conference.

· Airports: 

· Ground Transportation: 
· Parking: 
Lodging:

Provide a list of where can attendees stay while at the conference.

Registration:

Explain how you will coordinate online registration for the conference.

Food:

Provide a list of the refreshments/food and drink options will you provide for attendees during the conference.

Program:

Explain how you plan to provide attendees with the final version of the conference program.
Website:

Specify who will provide and update the conference website.
Team:

Provide a list of the individuals who will be working on coordinating the conference.  
Contracts (if applicable):

Indicate whether any advanced contracts or deposits are required to secure space, resources, meals, or other items required for the conference.  

Submitting Your Proposal 

Submit your completed proposal as a .doc or .pdf file emailed to the CPTSC President at kirk.stamant@gmail.com 
