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Policy on
Accounts Receivables
1.0 General





All amounts determined to be due to the association must be promptly recorded as accounts
receivable.
Each receivable must be recorded and maintained until payment is received, or the recorded
amount is written off.
All invoices are due upon receipt.

2.0 Payments

 Payment may be made in the form of:
o Cash
o Check
o Credit Card
o Electronic Fund Transfer/Wire Payment
3.0 Reporting Requirements

 Detailed Accounts Receivable Reports are included in monthly financial statements that are
circulated to the board
4.0 Collection Action









The accounting department to internally distribute an ‘Accounts Receivable Aging Detail
Report’ bi-weekly
All actions taken to collect overdue accounts must be documented in the bi-weekly report
document (including date of contact and contactor’s initials).
Accounts receivable, with some exceptions, should be a minimum of 30 days overdue before
staff advises customers of outstanding balances via direct email
Departments will be responsible for the initial contact via email (or phone if preferred) for
overdue accounts, at the 30-day point, with support from the accounting department as
needed.
If there is no response within 1 week of initial contact, a follow up phone call will be made by
the appropriate department to the debtor.
Departments will continue to follow up with customer via email and/or phone on a weekly
basis.
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At 60 days overdue, accounts will be escalated to the Executive Director for further
assessment/action including but not limited to:
o Having another team member or department reach out to the customer.
o Reaching out to another contact at the customer’s company, including escalating the
outstanding invoice to a superior.
No new invoices are to be issued by the accounting department to any account with a balance
60 or more days overdue.
Unsettled invoices greater than 90 days overdue will be escalated to the Finance Committee
and/or Board of Directors for review, along with the details of all previous communications
and collection attempts.

4.1 Collection Action – Events
Additional policies and procedures apply to event receivables.

4.1.1 Event Registration









Registration fees must be paid in full prior to attending the event or registration may be
cancelled at the discretion of the Executive Director.
3 weeks prior to the event, Events Department to email all accounts with outstanding invoices
(regardless of how many days over-due).
2 weeks prior to the event, Events Department to call accounts with outstanding invoices
(regardless of how many days over-due).
1 week prior to the event, Events Department to call accounts with outstanding invoices
(regardless of how many days over-due and escalate to the ED (or Committee/Board) as
necessary.
2 days before the event, Events Department to flag any outstanding invoices (regardless of
how many days over-due) to the ED (or Committee/Board) to assess whether any further
measures should be taken to ensure payment before arrival on site.
If an individual registers for an event only a few days before the event, or has not paid within a
few days of the event they must either pay online, via phone, or bring the cheque to the event.
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4.1.2 Early Bird Registration
 In order for a registrant to be eligible for ‘early bird’ registration rates, the invoice must be
paid in full no later than 30 days after the increase in registration fees to standard rates.
 If payment is not received on or before that date, invoices will automatically be adjusted to
reflect standard rates.
5.0 Bad Debt



Only those debts for which all reasonable and appropriate collection action has been taken can
be submitted for write-off.
Upon receipt of unsettled invoices over 90 days, action is up to the Board’s discretion. The
Board may move to:
o Take alternative action to contact the debtor/collect the receivable;
o Suspend membership of the debtor; or
o Categorize the unpaid invoice as uncollectable, and approve write-off of item as bad
debt.

5.1 Membership Suspension









A member with an outstanding invoice more than 90 days overdue may be notified that if the
balance is not paid in full, their membership may be suspended by the Board of Directors (as
provided for in the CAEM By-laws).
Suspension of membership includes, but is not limited to, loss of:
o voting rights;
o attendance at CAEM functions;
o monthly mailings;
o and all other benefits that a member in good standing enjoys.
Once written notice of potential membership suspension is received, the member will have the
opportunity to pay the outstanding balance and avoid membership suspension, per the
Board’s discretion.
If the balance on the account is not settled, the Board reserves the right to vote on whether to
suspend membership privileges or take an alternate course of action.
Membership may be re-instated once the invoice(s) is settled, at the Board’s discretion.
Updated by the Board of Directors March 20, 2019
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Policy on
Chapters
All members in Designation – When the number of Members within a Municipal or Provincial or
Regional area (herein called the “area”) exceeds eight, the Board may designate the Members in that
area a Chapter of the Corporation. Any Chapter designated shall foster, advance and promote the
objects of the corporation within the area.
Authority – The Chapter Executive shall have management and supervision over all the affairs of the
Chapter, subject to any limitations as contained in a document entitled “Chapter Operation
Guidelines” as approved by the Board. Notwithstanding such powers, the Chapter shall not engage in
any activities which may result in undue legal or financial exposure for the Corporation, or engage in
government lobbying activities, without the prior consent of the Board of the Corporation, and shall
always be accountable to the Board.
Future Disposition – The Board may combine, subdivide, or dissolve Chapters as the need arises. In
the event that a Chapter is dissolved, all right, title and interest of such Chapter in and to the property
and assets of the Corporation shall revert to the Corporation.
Meetings – The Members of any such designated Chapter shall have at least four business meetings a
year for the purpose of conducting business and matters of technical interest to the Members as
opposed to any other events which should be supplementary or in addition to the four business
meetings, as may be determined by the Chapter Executive. All such Chapter business meetings and
other functions shall be held at a time and place as may be determined by the Executive of the
Chapter.
The Annual Meeting of the Members of any such designated by the Chapter shall be held at a place
within the area as determined by the Executive of the Chapter and shall be held at least one month
before the Annual Meeting of Members of the Corporation. At this Chapter Annual Meeting, each
Chapter shall elect an Executive.
Notice of Meetings – The provisions as to notice of any voting at meetings of Members of the
Corporation shall apply to meetings of the designated Chapters, with due alteration of details.
Executive – The Chapter Executive shall consist of a Chapter Chair, and Immediate Past Chair, a ViceChair, a Secretary-Treasurer and any other Officers as the Members of the Chapter deem necessary.
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Financial Statements – The Secretary-Treasurer of each Chapter shall submit to the National Secretary
covering the operation of the Chapter for the fiscal year, which fiscal year shall be the same as for the
Corporation, within at least 30 days prior to the Annual Meeting of the Members of the Corporation.
The funds and other assets of the Chapters shall be subject to the ultimate control of the Board of the
Corporation.
Duties of Officers – The provisions as to the duties of the Officers of the Corporation as found in
Section 10.1 of the By-Laws of the Corporation shall govern the duties of the Officers of the Chapters
with due alteration of details.
Bylaws – The remaining provisions of the bylaws of the corporation shall govern the operation of the
designated chapters where applicable and with due alteration of details.

Approved by the Board of Directors May 15, 2012
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Policy on
Committee Budget Approvals
Overview:
Each year, in conjunction with the planning process, each CAEM Committee is charged with a review
of their planned activities and to propose a revenue and expense budget to the Finance Committee
for approval.
Policy:
1. By September 30, prior to the new fiscal year, Committees will submit proposed budgets to the
Finance Committee via the Treasurer for review prior to submission to the Board of Directors.
2. Committees will review activities and propose ways to manage expenditures and increase
revenues, as necessary.
3. All committee budgets must be approved by the Board of Directors and form a part of the general
operating budget for the fiscal year.
4. All expenses should stay within or below the allocated budget
5. No expenditures are made that are not within the board approved budget. Unanticipated
expenditures must be brought forth to the Treasurer and the Board prior to making a purchase.
6. Should a Committee anticipate that a targeted level of net revenue for an event or program may
not be reached, the Committee will review all expenditures and make adjustments where possible
to ensure that the net return on the event or program reaches the objective per the board
approved budget.

Updated by the Board of Directors March 20, 2019

Click here to get back to Policy Index

Policy on
Event Cancellations and Transfers
Event cancellations must be received in writing (via email) no later than two weeks before the event.
Cancellations made before this deadline will receive a refund minus an administrative fee.
Cancellations received less than two weeks from the event cannot be refunded, however can be
credited for another event. In extenuating circumstances such as death in the immediate family,
CAEM will provide a refund of 50% of the current year’s event registration fee and a 50% credit for the
following year’s event at the current year’s rate.

Approved by the Board of Directors March 20, 2019
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Policy on
Signature Events and Conference Complimentary Registrations
CAEM shall have the authority to provide full or partial complimentary conference registrations to
industry presenters, as deemed appropriate by the Conference Education Committee. These
complimentary registrations must be included in the conference education committee budget.
Subject to board approval, a complimentary conference registration fee may form part of a
promotional activity by one of the pillar committees.
At the board’s discretion they may also offer complimentary registration tickets to Signature Events or
the Conference in exchange for an in-kind sponsorship or as part of sponsorship package.

Amended by the Board of Directors May 15, 2019

Click here to get back to Policy Index

Policy on
Sponsorships
Function and Sessions
1.

All members will be advised of opportunities to sponsor functions and sessions for the
association's signature events and annual conference.

2.

First right of refusal will be given to sponsors of the previous year's conference to sponsor the
same function or session. These sponsors will have a specified time (as defined by the
Conference Committee) in which they must confirm their sponsorship. If the sponsorship is not
confirmed in writing by the specified date, then other members will be given the opportunity to
sponsor these functions or events. After three consecutive years of an organization sponsoring
the same function and/or session, the Board has the ability to open that sponsorship to other
interested companies at their discretion.

3.

In the event that more than one company wishes to sponsor a specific function or session, then
the company that confirms their commitment in writing first will be awarded the sponsorship.

Services
1.

All members will be advised of opportunities to sponsor services (ie. provide complimentary
services) for all the association's signature events and annual conference.

2.

Should only one company wish to sponsor a service for any event or the conference, then the
sponsorship will be awarded to that company, provided that the company can meet the
requirements outlined and agreed to by the respective Event Committee.

3.

In the event that more than one company wishes to sponsor a service for a signature event or
the conference, then sponsorship will be awarded on a rotational basis, with the rotation being
established by the current Event or Conference Committee. Companies not awarded the
sponsorship in one year, will be guaranteed the sponsorship in a subsequent year.

4.

In the event that a company that was awarded a sponsorship for a future conference declines
the sponsorship for that year, the next company in the rotation will be awarded the sponsorship.
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5.

The sponsorship opportunity for the conference signage/banners, supplier expo, conference
registration & badges, and audio visual equipment shall be distributed to members that supply
these services through a Request for Proposal (RFP). The rotation policy shall not apply to these
three sponsorship opportunities. All submissions shall be compared fairly and in comparison to
the respective RFP when awarding these sponsorships.

Sponsors will have the opportunity for a stage presentation at the Annual Conference, time limits will
be divided based on level of sponsorship. Stage presentations for these sponsors will be for the
promotion of their company products and services only and not for personal and/or charitable gain.
Audio visual technology may be used for stage presentations under the following parameters. The
spoken and audio visual presentation must not exceed the maximum time allotted to the sponsorship
level.. All audio visual presentations being used for this purpose must be submitted to the CAEM
Office for approval 10 business days prior to the Conference.

Annual Sponsorship
1. All asks for the Annual Sponsorship Package will be made in the first quarter of the year for the
following year in order to account for member company’s varying fiscal years.
2. First right of refusal will be given to sponsors of the previous year's annual sponsorship levels
for Premium Association Partner, Signature Sponsor, and Industry Supporter Sponsor. These
sponsors will have a specified time (as defined by the Sponsorship Team) in which they must
confirm their sponsorship. If the sponsorship is not confirmed in writing by the specified date,
then other members will be given the opportunity to sponsor. After three consecutive years of
an organization sponsoring the annual sponsorship level, the Board has the ability to open that
sponsorship to other interested companies at their discretion.

Amended by the Board of Directors March 15, 2019
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Policy on
Job Advertisements on CAEM Website
Salary information will not be included in the job description. No exceptions. Only companies that
have CAEM membership representation may advertise job postings on the CAEM website. Jobs will be
posted for 30 days.

Approved by the Board of Directors March 20, 2019
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Policy on
Cost Containment
Overview
Cost containment is the initiative of maintaining expense levels to prevent unnecessary spending
and/or thoughtfully reducing expenses in order to replenish the ‘Reserve Fund’. The objective of cost
containment is to prevent any long term damage to CAEM’s financial position.
In the event that the Finance Committee intends to access the Reserve Fund, all future expenditures
are subject to the conditions of the Cost Containment Policy until such time as the Reserve Fund is
balanced.
Policy
1. The Finance Committee will review all budgets for CAEM with the objective of freezing
spending where possible, and/or reducing expenditures by 5%, or a percentage determined by
the Executive for that fiscal year.
2. Committees will be charged with a review of activities and will be asked to present ways to
reduce expenditures and increase revenue. Committees will submit proposed budgets to the
Finance Committee via the Treasurer for review prior to submission to the Board of Directors.
3. No expenditures are to be made that are not within the board approved budget.
Unanticipated expenditures must be brought forth to the Treasurer and the Board prior to
making a purchase.

Updated by the Board of Directors on March 20, 2019
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Policy on
Directory Advertising, Newsletter Advertising
and Sponsorship
The above services are sold to members of CAEM only. Non member companies, who do not qualify
for membership in the Association, are eligible to advertise at a premium price, i.e. Air Canada. At the
board’s discretion, a membership may be offered to a non member company in exchange for in-kind
services/sponsorship. The above services may also be sold to CAEM members who hold an Annual
Sponsorship as outlined in the Annual Sponsorship Prospectus set on an annual basis.
Payment should be received before advertising is inserted and any signage is done for sponsorship.
Sponsorship Programs may be differentiated between associate and exposition members to reflect
their individual needs, thereby increasing the overall revenue to CAEM, and adding more value to the
members. Every effort will be made to offer sponsorship programs and packages that cater to both
associate and exposition members.

Amended by the Board of Directors May 15, 2019
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Policy on
Distribution of Materials
at CAEM Events
Distribution of materials at the registration desk, within the CAEM name badges, and at place settings
shall be solely dedicated to CAEM event related materials and sponsorship materials (as outlined in
the sponsorship policies).
Member show/event tickets are not permitted at the CAEM registration area, within CAEM name
badges or at place settings during CAEM events.

Approved by the Board on March 25, 2013
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Policy on
Education Session and Luncheon Sponsorships
In an effort to provide sponsorship opportunities to all members on an equal basis the following policy
is being implemented:
1. This policy applies to all CAEM Education Sessions and Luncheons.
2. Only member companies of CAEM will be permitted to provide sponsorship to educational
sessions and luncheons.
3. All member companies will have the opportunity to sponsor on a first come first serve basis
subject to the general membership being advised first prior to commitment by CAEM.
4. In the event that more than one company offers to sponsor a service, then the sponsorship will be
awarded on a rotational basis, with the rotation being established by the current Education
Committee. Companies not being awarded a sponsorship at one event will be given the
opportunity at the next event.
5. In the event that a company eligible for a sponsorship at a future event declines the opportunity
as established in the rotation, the next company in the rotation will be offered the opportunity.

Approved by the Board of Directors October 24, 2000
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Position on
Exclusive and Official/Preferred Contractors
The Canadian Association of Exposition Management does not support the concept of Exclusive
Contractors as this practice detracts from the free marketplace. However, when there are reasons for
exclusivity (i.e. large outlays of capital investment in the infrastructure of the facility), then Exclusive
Contractors may be considered acceptable. As an example, Electrical and Catering may be considered
Exclusive Contractors.
Official/Preferred Contractors are acceptable when they allow show management to make an
unencumbered choice of contractor. However, CAEM does not support the practice of charging a
non-official or non-preferred contractor a commission for providing services within a facility.
As defined by CAEM, Exclusive and Official/Preferred Contractors fall under the following categories
and definitions:
Singular/Exclusive Contractor:
This term applies when a facility specifies one contractor for a particular service required, and
show management must hire that contractor only. This contractor has financial obligation in the
form a commission.
Multiple/Exclusive Contractor:
This term applies when a facility specifies more than one contractor for a particular service, and
show management must hire one of the companies listed for that service. This contractor may
have a financial obligation in the form of a commission paid to the facility.
Official/Preferred Contractor:
This term applies when one or more companies are recommended by a facility; however, show
management does not have to use any of these companies. This company may have a financial
obligation in the form of a commission paid to the facility.
Approved by the Board of Directors August 29, 2001
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Policy on
Expressions of Sympathy or Support for Illness
1. Expressions of sympathy are offered in the following circumstances:
a. Death in member’s immediate family (spouse, children, mother, father)
b. Death of a CAEM member
c. Serious illness (hospitalization) of a CAEM member
2. Individuals to whom expressions of sympathy or support for illness are offered in the form of a
charitable donation or flowers include:
a. Board members
b. Past Presidents of the association
c. Honoured Life Members
3. Individuals to whom expressions of sympathy are offered in the form of a card include:
a. Volunteers
b. All other Members not outlined above
4. It is the responsibility of the Executive Director to determine if an expression of sympathy
should be offered (depending upon the timing of circumstances) and arrange for the
appropriate expression of sympathy to be sent.

Approved by the Board of Directors on May 11, 2016
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Honoured Life Membership
Policies, Procedures, Perks
By-Laws
 CAEM By-Laws now provide for the membership class of "Honoured Life Members".
 The Board of Directors determines policy on conditions, qualifications, etc. Such members may
not hold office, may serve on committee but may not Chair committees, shall pay no fees, may
not vote outside of committee functions.
Policies
 Nominations would come on forms provided by CAEM (see attached).
 The nomination should be sponsored by two CAEM voting members.
 The Board must vote to accept nominees.
 Appointments should be made sparingly. As a guideline, no more than 3 per year should be
appointed, unless there are extenuating circumstances.
Criteria
 Nominees should be retired for at least one year. They may be active in part-time endeavours
such as consultancy, etc. They should not be bona-fide prospects for membership.
 If a Honoured Life Member returns to work full time, they may retain the Honoured Life
Member status but would be required to pay to attend any/all CAEM events. They must have
been active in association affairs.
 They must have made a significant overall contribution to the industry through their company
or association involvement.
Procedures
 Appointments would normally take place prior to the Annual Awards Gala of the Association
and officially announced at that event.
Perks





On the mailing list for all CAEM mailings, unless otherwise requested.
Member for life
Listed in directory
Complimentary registration to attend CAEM events.

Updated by the Board of Directors January 23, 2019
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Nomination for CAEM Honoured Life Membership
PLEASE KEEP THIS INFORMATION CONFIDENTIAL, AND DO NOT ADVISE THE NOMINEE.
NOMINEE:
Nominee Name:________________________ Tel:__________________________
Address:_________________________________________________________
Last position held in the industry (provide detail on Company, location, etc.)
___________________________________________________________________________________
___________________________________________________________________________________
____________________________________________
NOMINATED BY: (Must be two voting members of CAEM)
1) Name:__________________________Signed:______________
Company, city:_______________________________________
2) Name:__________________________Signed:______________
Company, city:_______________________________________
--------------------------------------------------------------------------------------------------------------------Describe briefly why this person is being nominated:
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
_______________________________
Provide details on CAEM involvement, with specific information of services as a director, committee
chair, committee member and dates of service:
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Describe any other association involvement, related to the exposition industry, in a similar fashion:
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
_______________________________
Describe the individual's current activities, work, etc:
___________________________________________________________________________________
___________________________________________________________________________________
___________________________________________________________________________________
_______________________________

Updated by the Board of Directors January 23, 2019
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Policy on
Investments & Reserves
Overview
CAEM is not in the business of investing. However, it will attempt to gain the best return on its cash
reserves with the least amount of risk. Cash reserves must be preserved for ongoing operations. To
this end, CAEM will consider investments that:
a) provide an acceptable return that at a minimum covers inflation
b) do not expose CAEM to any principal erosion risks
c) provide easy access to invested funds
d) are invested through a recognized Canadian financial institution
Policy
1. CAEM will maintain reserves greater than or equal to that year’s budgeted Annual Operating
Expenses (approximately $350,000 in 2018). This will be called the Annual Operating Expenses
Reserve (AOER).
2 Reserves will be invested according to Investment Vehicles and Reserve Investment
Percentages outlined below.
3 Investment terms will be set at the discretion of the Finance Committee and/or Treasurer
based on current interest rates and CAEM cash flow needs, however, no term will exceed 36
months.
4 An investment advisor may be used to assist in optimizing the available investment interest
rates of return at the discretion of the Finance Committee in consultation with the Executive
Committee.
5 The Treasurer and/or Finance Committee shall provide a report on all investments to the
Executive Committee and/or the Board of Directors at least twice a year.
6 The CAEM Finance Committee will review the status of CAEM’s reserves vis à vis CAEM’s
investment policy on a quarterly basis.
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Investment Vehicles
1. CAEM investment vehicles will be limited to any combination of the following:
a) Cash in the bank
b) T-Bills
c) GICs
d) Money Market Mutual funds that invest in TBs or GICs
Reserve Investment Percentages
1. For greater certainty, taking all Reserves into account (both the AOER and any funds over and
above the AOER), at least 70% of the total reserve will be invested in instruments backed by either
the Federal or Provincial governments, or the Canadian Deposit Investment Corporation. CDIC
insurance limitations should be considered with all eligible investments. The reserve funds (both
the AOER and any funds over and above the AOER) will therefore be invested only in low risk
investment instruments, including: Federal or Provincial Government bonds, Government backed
debt instruments (i.e. Ontario Hydro), Crown Corporation bonds, Treasury bills, Guaranteed
Investment certificates from Schedule A Chartered Banks or Trust Companies, debt instruments
from schedule A Chartered Banks, and commercial paper. All non-government debt securities will
be rated A (R-1 for money market securities) or better by a recognized Rating Agency and no
equity investment in one company will exceed 15% of the total reserve portfolio.
2. Any Reserve greater than the Annual Operating Expenses Reserve (AOER) 50% may be invested in
a daily interest earning account such that it is completely accessible to CAEM at all times, and no
more than 50% may be invested in deposits on longer than 90 days, such that they are completely
accessible to CAEM at all times.

Updated by the Board of Directors March 20, 2019
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Policy on
Mailing Lists

Any mailings containing messages from third-parties, if required, will be processed by CAEM. This
includes messages being delivered electronically. The CAEM Privacy Policy will apply to this activity.
Updated by the Board of Directors March 20, 2019
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Policy on
Member & Non-Member Participation Rights
Effective: January 1, 2017
Member Participation Rights:
The right to attend CAEM events applies to:
 Exposition members, Associate members, Retired members and student members who have
paid their membership dues for the current year may attend any CAEM event at the member
rate.
 Honoured Life Members may attend any CAEM event complimentary. However if an Honoured
Life Member has returned to full-time work they must pay to attend all CAEM events.
 IAEE members (under the authority of the CAEM/IAEE Reciprocal Agreement) may attend any
CAEM event at the member rate.
 Spouses/companions (who are not employed in the industry and not eligible for membership)
of CAEM members may attend any CAEM social event at the member rate.
Non-Member Participation Rights:
The following restrictions apply to the participation of non-members of CAEM:
 A non-member that is employed at an organization that has an existing CAEM member may
attend a CAEM event on a one-time basis at a premium fee that is equivalent to 60% or more
of the regular registration fee applied for CAEM members. Following this one-time attendance,
this individual must join CAEM in order to participate in future CAEM events.
 An individual that is employed at an organization that does not have an existing CAEM
member may attend a CAEM event on a one-time basis at a premium fee that is equivalent to
60% or more of the regular registration fee applied for CAEM members. Following this onetime attendance, any individuals from the same organization must join CAEM in order to
participate in CAEM events.
 There are exceptions provided to members registering guests to attend the Awards Gala,
Summer Social or the Holiday Luncheon event. Any member may purchase tickets in bulk for
these three events for employees and guests at the member rate at any time. The only
requirement in this case would be that the bulk tickets must be purchased and paid for by the
member.
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There may be other exceptions to providing non-members with participation, which shall be
determined and approved by the Board of Directors.

Annual Conference Participation:
A combo rate that covers membership in CAEM is permitted for first-time new members subject to
approval by the Board of Directors. This combo rate shall be governed by the Conference Committee
and the Board of Directors. This combo rate must be determined and approved for each conference. It
is not determined by default from a previous year’s annual conference.
Updated by the Board of Directors March 20, 2019
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Policy on
Membership Transfers
As per bylaw section 3.5, a membership may only be transferred to the Corporation. CAEM hereby
acknowledges the following membership transfer policies:
Exposition Management Membership Transfer:
To foster membership development, when an exposition member's fees have been paid by his or her
company and that member leaves that company, the company be offered the opportunity to apply for
a new membership for the balance of the paid up fee. All membership rights and benefits would
apply. The departing member retains the original membership as per the CAEM by-laws.
Associate Membership Transfer:
To foster membership development, when an individual leaves an associate member company, the
company retains the membership and can transfer said membership to another employee for the
balance of the paid up fee. All membership rights and benefits would apply. The departing member
does not retain the original membership.
Note: All membership transfers are required to follow normal board ratification protocol.

Approved by the Board of Directors May 15, 2012
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Policy on
Nomination Eligibility for Awards
All members in good standing are eligible to be nominated to be considered for a CAEM award, as
outlined in the criteria for each award. This policy specifies that members serving on the CAEM
Nominating Committee are precluded from being considered for a CAEM award.
Members serving on the CAEM Nominating Committee may encourage members to complete a
nomination form. However, members of the Nominating Committee are excluded from completing or
signing an awards nomination form.

Approved by the Board of Directors March 20, 2012
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Personal Information Protection and Electronic Documents Act (PIPEDA)
(January 1, 2004)
The CAEM recognizes that the use of personal information in Canadian commercial activities is now
protected by federal legislation under the Personal Information Protection and Electronic Documents
Act (PIPEDA), or by provincial legislation that is "substantially similar" to the federal legislation.
CAEM has a definite and ongoing commitment to protecting its members’ privacy. The privacy and
security of our members’ personal information is understood and respected. Information that appears
on a business card is not considered personal information under this legislation
In all circumstances we try to limit our collection of personal information to only those items that are
necessary to serve you as a member of the association. Any personal information that is collected is
done so that we can understand our members’ needs and interests and work to meet those needs.
We take seriously our obligation to keep this information confidential and we protect it with physical,
electronic and procedural safeguards.
If you have any questions related to our privacy policy, collection, use, disclosure or security, or should
you wish a copy of the personal information we have on file for purposes of verifying its accuracy, you
can contact the CAEM office at membership@caem.ca

Updated by the Board of Directors March 20, 2019

Click here to get back to Policy Index

Policy on
Recognition of Past Presidents
The following policy is to ensure that all CAEM Past Presidents are properly recognized by the
Association. The following shall apply for all Past Presidents:




Listing in the Directory as a past president with term indicated.
A ribbon indicating Past President shall be affixed to the badge for each past president
attending a CAEM event.
Properly recognizing past presidents at the podium when they are part of a committee or
event taking place.

Approved by the Board of Directors on May 11, 2016
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Policy on
Speaker/Presenter Fees and Expenses
Philosophy
It is recognized that the association must focus on the quality of speakers/presenters at educational
events.
While it is preferable that the association obtain the participation of speakers/presenters on a
complimentary basis, the association recognizes that in some instances it may be necessary and
prudent to pay a fee and/or expenses to speakers/presenters.
Fees and Expenses Authorized
Speaker/presenter fees may be paid for educational events if the speaker/presenter is not a member
of CAEM. Members of CAEM shall not be paid speaker/presenter fees.
Speaker/presenter expenses may be paid to speakers/presenters (both CAEM members and nonmembers) at the discretion of the responsible committee.
The amounts authorized for speaker/presenter fees and expenses are outlined in the
committee/event budgets approved by the Board of Directors.
Definitions
Speaker/presenter fees include any fee paid for an appearance, presentation and facilitation of an
event, session or keynote.
Expenses include travel (air, train, bus and taxi fare), mileage, parking, accommodation and meals
unless otherwise stated in the speaker CAEM contract.

Approved by the Board of Directors May 28, 2003
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Policy on
Surveying Members
This policy recognizes that CAEM, as a professional association, requires the gathering and
assimilation of data to assist in future planning of events and membership services. As such, it is the
responsibility of the various CAEM committees to monitor surveys but not reduce the Association’s
ability to gather information as needed throughout the year.
1.

Conference evaluations will be the sole responsibility of the Conference Education Committee
with approval of the Conference Committee prior to distribution at the Annual Conference. The
delivery of the surveys at the Annual Conference will be the responsibility of the CAEM Staff
under the supervision of the Executive Director.

2.

All CAEM Committees, with the exception of the conference evaluations as noted above, will be
required to seek approval from their respective Committee Co-Chairs on survey content prior to
distribution to CAEM members and/or the industry. There are no limitations on the number of
surveys conducted throughout the year.

3.

Upon content approval from the Committee Co-Chairs, all surveys will be distributed and
accumulated through the CAEM Office.

Updated by the Board of Directors March 20, 2019
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Policy on
Trade Show Participation at Conference












Exposition members and qualified exposition non-members are permitted entrance to the trade
show as attendees at all times.
Exposition members and qualified exposition non-members may participate in the trade show as
attendees only.
Associate members (primary and secondary designated members) that are owners/managers, or
employees, of a member organization with an official booth in the trade show are granted access
as exhibitors at all times.
Associate members (primary and secondary designated members), whose companies are closely
related or affiliated, may share a single booth. In this situation, a maximum of two companies
may share one booth with the cost being 50% more than the posted booth fee. Each associate
member company will be provided with a listing on the exhibitor floor plan and handouts.
Associate members (primary and secondary designated members), whose companies are
exhibiting at the trade show have the privilege of receiving a list of pre-registered delegates prior
to the Annual Conference & trade show. This list is to be used one time, prior to the Conference
to encourage expo member attendees to visit the associate member company’s booth. Using this
list post conference will result in the loss of the privilege for the following year. Any postconference correspondence will be restricted to the qualified leads that were gathered by the
associate member company during the trade show.
Associate members (primary and secondary designated members) that are owners/managers, or
employees, of a member organization without an official booth in the trade show are not granted
access at any time during the official hours of the trade show.
Suppliers that qualify for non-member participation at the annual conference, as noted in the
above non-member policy (i.e. has not attended any CAEM event prior to the conference), may
purchase a booth on a one-time basis at a premium fee that is equivalent to 60% or more of the
regular booth fee applied for CAEM members. This same supplier must hold a non-member full
conference delegate registration prior to purchasing a booth and participating in the trade show.
Following the annual conference and trade show, the supplier must join CAEM in order to
continue participation in future events/conferences and trade shows. Qualified non-member
suppliers are not permitted to share a booth.
Suppliers that qualify for non-member participation at the annual conference, as noted in the
above non-member policy, without an official booth in the trade show are not granted access at
any time during the official hours of the trade show.
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COMMITTEE NAME
MEETING AGENDA
Date and Time
Teleconference Call
Telephone: +1 (647) 558 0588
Meeting ID:

Time

1.0 CALL TO ORDER

Name

Time

2.0 ADOPTION OF AGENDA & PREVIOUS MINUTES

Name

Time

3.0 AGENDA ITEM

Name

Time

4.0 AGENDA ITEM

Name

Time

5.0 AGENDA ITEM

Name

Time

6.0 OTHER BUSINESS

Name

Time

7.0 TERMINATION OF MEETING

Name

MINUTES
COMMITTEE NAME
Date
Location
Time
Meeting Attendance
Chair:

Name

x/x (# of meetings attended/ # of meetings held

Present:

Name, Company
Name, Company
Name, Company

x/x (# of meetings attended/ # of meetings held
x/x (# of meetings attended/ # of meetings held
x/x (# of meetings attended/ # of meetings held

Staff:

Name
Name

x/x (# of meetings attended/ # of meetings held
x/x (# of meetings attended/ # of meetings held

Regrets:

Name

x/x (# of meetings attended/ # of meetings held

……………………………………………………………………………………………………………………………………………………………….
1)

CALL TO ORDER
The meeting was called to order at ______.

2)

ADOPTION OF AGENDA
The Agenda was approved as distributed / amended as follows:

3)

ADOPTION OF PREVIOUS MINUTES
The minutes of the meeting held on _____ were approved as distributed / were amended as
follows:

4)

AGENDA ITEM
Record pertinent details of discussions and outline decisions made by indicating “it was decided
that…..”

5)

AGENDA ITEM

6)

OTHER BUSINESS

7)

NEXT MEETING
The next meeting will be held DATE, TIME & LOCATION.

8)

TERMINATION OF MEETING
The meeting was adjourned at

.

COMMITTEE NAME
REPORT TO THE CAEM
BOARD OF DIRECTORS
Presented by: Name(s)

1)

DATE OF LAST COMMITTEE MEETING
DATE

2)

LIST OF COMMITTEE MEMBERS
NAMES

3)

SUMMARY OF COMMITTEE ACTIVITY
Outline action items accomplished items by the committee.

4)

RECOMMENDATIONS (if any) FOR CONSIDERATION BY THE BOARD
a) SUBJECT #1
i.

Background Information (if required)
Outline any pertinent background information that is valuable to the decision-making
process.

ii.

Recommendation
Outline Specifically what you are asking the Board to approve.

b) SUBJECT #2
i.

Background Information (if required)
Outline any pertinent background information that is valuable to the decision-making
process.

ii.

Recommendation
Outline Specifically what you are asking the Board to approve.

5)

FUTURE COMMITTEE ACTIVITIES/ISSUES

TERMS OF REFERENCE INDEX

BOARD OF DIRECTORS .......................................................................................................... 2
CERTIFICATION COUNCIL ...................................................................................................... 4
CONFERENCE COMMITTEE ................................................................................................... 6
CONFERENCE EDUCATION SUB-COMMITTEE ................................................................ 9
CONFERENCE TRADE SHOW SUB-COMMITTEE ........................................................... 12
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FINANCE COMMITTEE ........................................................................................................... 17
GOVERNMENT RELATIONS COMMITTEE ........................................................................ 19
HEALTH AND SAFETY COMMITTEE .................................................................................. 22
MARKETING & COMMUNICATIONS COMMITTEE ........................................................... 24
AWARDS OF EXCELLENCE COMMITTEE ......................................................................... 27
NOMINATING COMMITTEE ................................................................................................... 29
HOLIDAY LUNCH COMMITTEE ............................................................................................ 32
WESTERN SUBCOMMITTEE ................................................................................................ 34
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Terms of Reference
BOARD OF DIRECTORS
AUTHORITY
The Board of Directors derives its authority from the By-laws of the association and is
accountable to the membership.
PURPOSE:
The purpose of the Board of Directors is:
- to control, manage and conduct the affairs of the association and to guide the
organization so that the optimum use of its human, material and other organizational
resources is achieved in meeting the aims and purposes of the association
COMPOSITION*:




Elected officers:
- President
- 1st Vice President
- 2nd Vice President
- Secretary
- Treasurer
- Immediate Past President
At least six Directors
- Of which three of these six directors must be representatives of Associate
Members and at least one of whom must represent a facility.

*Further composition qualifications are contained in the By-laws
RESPONSIBILITIES:








To develop strategic objectives and operational plans designed to meet the
association's goals.
To identify problems and opportunities for the association and to establish clearly
stated priorities and objectives for the operating year.
To approve annual program objectives and establish budgets.
To determine and to interpret the policies of the association, consistent with the aims
and objectives, and resolve differences and act as the policy decision-making body.
To review and approve the management policies and procedures established to meet
objectives.
To approve the appointment of committee chairpersons.
To identify, encourage, develop and appraise members who have the interest and
ability to take responsibility for the present and future operation of the association.
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To ensure that each activity or function is planning, developing and implementing its
operations and programs to produce a total combined association program, of a
complementary and co-ordinated nature, designed to effectively meet all of the
association's aims and objectives.
Approve minutes, financial reports, membership applications, cancellations of
membership, and all other matters requiring Board approval under the association's
by-laws, or by statutes under which the association operates.
Monitor the performance of activities or functions of the association and take action,
when and if necessary, to see that the objectives are achieved.
To represent the association, individually or collectively, in its external relationships
with other associations, business, institutions, government and the public.
To represent the membership and ensure that the views, wishes and needs of the
members are obtained and transmitted to those responsible for the operations and
programs of the association.
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Terms of Reference
CERTIFICATION COUNCIL
AUTHORITY:
The Certification Council derives its authority from the CAEM by-laws and the voting
membership through the Board of Directors, and represents the interests of the
membership in the certification process.
PURPOSE:
The purpose of the Certification Council is:
 To provide support and promotion to the certification program that provides
accreditation to exposition management professionals.
 To encourage exposition industry professionals to succeed through participation in
the IAEE CEM Learning Program. The CEM curricula has an emphasis on practical
knowledge ensuring the CEM Learning Program is first an educational program, and
second, a certification program.
CHAIRMANSHIP
The following criteria shall apply when selecting the chair and the vice chair of the
Certification Counsel:




The chair and vice chair shall be appointed by the President and ratified by the
Board of Directors.
The chair, or a person designated by the chair, shall serve as the secretary of the
Certification Council.
It is recommended that measures be taken, whether formally or informally, to ensure
that there is open communication between any committees and the CEM Council,
particularly those involved in organizing educational events and the conference.

COMMITTEE MAKE-UP
Council Size & Composition:
 Minimum six CAEM members and preferred that five hold their CEM designation in
good standing (i.e. maintaining the required recertification points).
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Additional Criteria:
 The Board of Directors shall appoint the members of the Certification Council;
 Each member of the Certification Council shall serve for a term of three years, with
one new member added each year;
 The Executive Board liaisons are ex-officio members of the Certification Council, in
addition to the above;
 The Committee may appoint a sub-committee of non-certified designated members
from time to time who would report to the Certification Council.
 The Committee is encouraged to meet bi-monthly from January to June and
September to December.
POWERS, ADMINISTRATION AND REPORTING
The council shall be governed by these terms of reference, and bound by the
association by-laws, and by policies and resolutions of the Board.
The Certification Council shall be empowered to:








establish, manage and administer the certification program and make such rules and
regulations as it may deem necessary
arrange for the holding courses throughout Canada
work with IAEE to develop contracts on the licensee of the CEM Courses with input
on the delivery of the courses within Canada, timing and instructors
ensure the annual conference education meets with the CEM Blueprint for CE credits
prepare regular reports of activities for the information of the Education Committee
and the Board and an annual report to the membership
prepare an annual budget of revenues and expenses of the program for
consideration of the Board and monitor the financial progress of the program
do such other things and take such other actions as may be necessary to
successfully carry out the certification program

CONFLICT OF INTEREST:
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.
Approved on November 21, 2018
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Terms of Reference
CONFERENCE COMMITTEE
AUTHORITY:
The Conference Committee derives its authority from and is accountable to the CAEM
Board of Directors.
PURPOSE:
The purpose of the Conference Committee is:






to develop a Conference program and operational plan which:
a) will facilitate exposition members in producing profitable and professional
shows
b) will facilitate associate members in providing services to exposition
members
c) is a primary educational vehicle for CAEM members
to plan a conference which combines educational, networking and social
opportunities for all members
to assist with the development of a national sponsorship program which encourages
the participation of all member companies and assists CAEM in meeting financial
objectives
to review past conference surveys and post-event reports, generated by the office,
in developing the current year's program

CHAIRMANSHIP:
The following criteria shall apply when selecting the co-chairs of the Conference
Committee:





The co-chairs of the Conference Committee shall be appointed by the President
and ratified by the Board;
One of the co-chairs shall be an exposition member;
It is preferred that one of the co-chairs be a director-at-large;
These appointments shall be for a one-year term.

COMMITTEE MAKE-UP:
Committee Size:
The committee shall be composed of six members.
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Committee Composition:



A minimum of three members-at-large;
If neither of the co-chairs is a Board member, a director-at-large shall serve on the
committee.

Additional Criteria:








The co-chairs shall select committee members annually, subject to ratification by the
Board of Directors;
Chairs and Vice Chairs for the following conference sub-committees shall make up
the members of the conference committee:, Education, Tradeshow.
At least one new committee member shall be added to the committee upon
formation annually;
One position on the committee shall be the promotions liaison from the Marketing &
Communications Committee with the sole purpose of working with the office in
coordinating promotions for the conference.
Sponsorship shall be coordinated through the sponsorship liaison.
The President and Executive Director of the association are ex-officio members of
the Conference Committee, in addition to the above;
The Executive Board liaison is an ex-officio member of the Conference Committee,
in addition to the above.

COMMITTEE PLANNING, WORK, ADMINISTRATION AND REPORTING






The committee shall be governed by these terms of reference, and bound by the
association by-laws, and by policies and resolutions of the Board.
The Committee shall meet at least six times annually to accomplish the duties set
forth herein.
Meetings shall be held following suitable notice. An agenda and supporting
documentation should be distributed in advance of the meeting. Minutes shall be
taken and promptly distributed.
The co-chairs shall provide a report on committee activity for each Board meeting.
The co-chairs shall receive advance notice (and agenda) of all meetings of the
Board.
The committee shall prepare an annual program of work (operational plan) for
approval by the Board. It shall also prepare project plans and budgets for any major
undertakings, and these shall be presented to the Board for approval.

FINANCES:
The committee shall operate within a budget established annually by the Board. No
projects or expenditures beyond the budget shall be undertaken without the approval of
the Board.
CONFLICT OF INTEREST:
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
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committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.
Approved on November 21, 2018
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Terms of Reference
CONFERENCE EDUCATION SUB-COMMITTEE
AUTHORITY:
The Conference Education Sub-Committee derives its authority from and is accountable
to the Conference Committee which is ultimately accountable to the CAEM Board of
Directors.
PURPOSE:
The purpose of the Conference Educations Sub-Committee is:
To focus on the development of a Conference Educational program and
operational plan which:
a) Is consistent with overall education provided by CAEM
b) To provide exposition and associate members with quality education that is
both relevant and timely:
- to review past conference surveys and recent educational programs to learn
from the past when developing the current year's program
- to keep abreast of new topics of interest for the membership at large
- to be aware of new legislations that the Association should bring forth to the
members as a topic of a session
CHAIRMANSHIP:
The following criteria shall apply when selecting the chair and vice-chair of the
Conference Education Sub-Committee:
 The chair and vice-chair of the Conference Education Sub-Committee shall be
appointed by the Conference Co-Chairs and ratified by the Board
 Preferably either the chair or the vice-chair shall be an exposition member and the
other will be an associate member
 These appointments shall be for a one-year term but committee members can be
invited to participate more than one year
 It is preferable that the chair has served a minimum of one year as a member of the
Conference Education Sub-Committee
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COMMITTEE MAKE-UP:
Sub-Committee Size:


The Sub-Committee shall be composed of five to six committee members.

Sub-Committee Composition:


A minimum of six members with a balanced representation of exposition and
associate members

Additional Criteria:




The chair of the Sub-Committee shall select committee members annually, subject
to ratification by the co-chairs of the conference committee and ultimately the Board
of Directors
At least one new committee member shall be added to the committee upon
formation annually
The President and Executive Director of the association are ex-officio members of
the Conference Committee, in addition to the above, while they are not members of
the Sub-Committee, they may attend meetings in order to ensure that the objectives
are met

COMMITTEE PLANNING, WORK, ADMINISTRATION AND REPORTING:







The Sub-Committee shall be governed by these terms of reference, and bound by
the association by-laws, and by policies and resolutions of the Board.
The Sub-Committee shall meet at least six times annually to accomplish the duties
set forth herein.
Meetings shall be held following suitable notice. An agenda and supporting
documentation should be distributed in advance of the meeting. Minutes shall be
taken and promptly distributed.
The Sub-Committee shall prepare an annual program of work (operational plan) for
approval by the Conference Co-Chairs. It shall also prepare project plans and
budgets for any major undertakings, and these shall be presented by the
Conference Co-Chairs to the Board for approval.
Once the speakers have been hired, the office will coordinate with the speakers in
regards to contracts, travel, accommodations and other logistical arrangements.

ON SITE RESPONSIBILITIES:
The Sub-Committee chair will assign a member to each of the education and keynote
sessions. It will be the members’ responsibility to:
 attend an orientation session on the Sunday of the conference to go over their
assigned schedule and pick up the material for which each member is responsible
 introduce themselves to the speaker, give them a badge if need be and be available
for any query the speaker may have
 introduce the sponsor of the session, who will in turn introduce the speaker
 Ensure that the speaker’s gift is in the room, ready to be given at the end of the
session.
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thank the speaker and present the gift if the sponsor is unavailable
collect leftover handouts or other material used during the session (or advise to staff
that there has been material that needs to be collected) return to conference office.

FINANCES:
The Sub-Committee shall operate within a budget established annually by the Board.
No projects or expenditures beyond the budget shall be undertaken without the
approval of the Board.
While the Sub-Committee is responsible for the hiring of speakers, including negotiation
if need be, it is the responsibility of the Executive Directory to sign any contract that will
confirm the fees and terms of the speaking engagement.
CONFLICT OF INTEREST:
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.
Approved on November 21, 2018
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Terms of Reference
CONFERENCE TRADE SHOW SUB-COMMITTEE
AUTHORITY:
The Conference Trade Show Sub-Committee derives its authority from and is
accountable to the Conference Committee which is ultimately accountable to the CAEM
Board of Directors.
PURPOSE:
The purpose of the Conference Trade Show Sub-Committee is:
To focus on the development of a successful Trade Show for the Conference
which:
a) is consistent with the theme of the Conference
b) increases exposition and associate member participation
c) provides an opportunity and a venue for associate members to showcase
their products and services to all exposition members in attendance
d) successfully promotes maximizing visits to all booths by the exposition
attendees
CHAIRMANSHIP:
The following criteria shall apply when selecting the chair and vice-chair the Conference
Trade Show Sub-Committee:
 The chair and vice-chair of the Conference Trade Show Sub-Committee shall be
appointed by the Conference Co-Chairs and ratified by the Board
 Either the chair or vice-chair shall preferably have served a minimum of one year as
a member of the Conference Trade Show Sub-Committee
COMMITTEE MAKE-UP:
Sub-Committee Size:
 The Sub-Committee shall be composed of a minimum of two committee members
(for a total minimum of four committee members including the chair and vice-chair).
Sub-Committee Composition:
 A minimum of four members with a balanced representation of exposition and
associate members
Additional Criteria:
 The chair of the Sub-Committee shall select committee members annually, subject
to ratification by the co-chairs of the conference committee and ultimately the Board
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of Directors
At least one new committee member shall be added to the committee upon
formation annually
The President and Executive Director of the association are ex-officio members of
the Conference Committee, in addition to the above, while they are not members of
the Sub-Committee, they may attend meetings in order to ensure that the objectives
are met

COMMITTEE PLANNING, WORK, ADMINISTRATION AND REPORTING:










The Sub-Committee shall be governed by these terms of reference, and bound by
the association by-laws, and by policies and resolutions of the Board.
The Sub-Committee shall meet at least four times annually to accomplish the duties
set forth herein.
Review past conference surveys and recent educational programs to learn from the
past when developing the current year's Trade Show.
Keep abreast of new technology and methods of creating a Trade Show
environment and display format
Meetings shall be held following suitable notice. An agenda and supporting
documentation should be distributed in advance of the meeting. Minutes shall be
taken and promptly distributed.
The Sub-Committee shall prepare an annual plan for approval by the Conference
Co-Chairs. It shall also prepare project plans and budgets for any major
undertakings, and these shall be presented by the Conference Co-Chairs to the
Board for approval.
Exhibitors will register directly with the office, and the office will follow up with a
confirmation and invoice. The office will ultimately be responsible as well for
collecting any of the monies.
The Committee members will solicit booth sales from previous exhibitors as well as
prospect new exhibitors.

ON SITE RESPONSIBILITIES:
 Committee members are to be available on the Sunday afternoon during exhibitors
move in to answer any questions from exhibitors
 Evaluate and respond to logistical issues
 Be available as needed to assist during move-in and hours of operation with
assistance from the Association staff
FINANCES:
The Sub-Committee shall operate within a budget established annually by the Board.
No projects or expenditures beyond the budget shall be undertaken without the
approval of the Board.
While the Sub-Committee is responsible promotional communications for the
Conference, they are to work in conjunction with the Promotions Liaison and the
Executive Director to ensure seamless communications to the membership.
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CONFLICT OF INTEREST:
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.

Approved on November 21, 2018
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Terms of Reference
EXECUTIVE COMMITTEE
AUTHORITY:
The Executive Committee derives its authority and is accountable to the CAEM Board of
Directors.
PURPOSE:
The purpose of the Executive Committee is to:
- act for the Board of Directors between meetings of the Board
- act as Board Liaison between Board of Directors and committees
CHAIRMANSHIP:
The Executive Committee shall be chaired by the President of the association. Either
the 1st Vice President or the 2nd Vice President shall be the vice chair of the Executive
Committee.
COMPOSITION:
Elected officers:
President, 1st Vice President, 2nd Vice President, Secretary, Treasurer and Past
President.
RESPONSIBILITIES:












Serve as an interim operating body between meetings of the Board of Directors.
Review, endorse, or refer all operational programs of the association.
Oversee the administrative operation of CAEM including financial matters, and to
review and report to the Board on the performance of the Executive Director.
Make recommendations to the Board of Directors.
Report promptly to the Board of Directors decisions and actions taken.
Review and evaluate major changes in association policies.
Recommend changes in the by-laws or Letters Patent
Review the association's Long Range Plan and prepare the annual Strategic and
Operational Plans.
Plan the structure, functions and senior operating management of the association.
Undertake such other duties as may be assigned to it by the Board, or by the
members in Annual or General Meetings.
Screen nominations for Honorary Life Memberships and recommend candidates to
the Board.
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LIMITATIONS:
The Executive shall not have the power to:
 change the Letters Patent or by-laws
 elect Officers or Directors, or fill vacancies on the Board of Directors
 change the membership or fill vacancies on the Executive Committee
 appoint Chairpersons of committees of the Board
 approve the banking resolution, including changes in signing authority
 authorize expenditures of more than $5,000 on any line item beyond the Board
approved budget.
 approve the annual budget or change the dues schedule.
RATIFICATION:
All major decisions of the Executive Committee shall be submitted to the Board for
ratification at the Board's earliest meeting.
These will include actions taken within policy guidelines and recommendations to
consider alternative objectives, programs and policies.
MEETINGS:
The Executive Committee shall meet as needed upon the call of any member of the
committee. Suitable lead-time (a minimum of two days) shall be given in notices of all
meetings.
Approved on November 21, 2018
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Terms of Reference
FINANCE COMMITTEE
AUTHORITY:
The Finance Committee derives its authority from and is accountable to the CAEM Board
of Directors.
PURPOSE:
The purpose of the Finance Committee is:







to maintain, monitor and recommend appropriate financial policies to the Board of
Directors
in concert with the staff, provide updated cash flow analysis and projections plus
recommendations to the Board on a regular basis to assist with creating financial
sustainability for CAEM
prepare the annual budget
review financial report of the association to ensure fiscal integrity
ensure the association’s investments are appropriately managed according to the
association’s investment policy
review audited financial statements

CHAIRMANSHIP:
The Treasurer of the association shall chair the Finance Committee. A vice chair shall be
appointed by the President.
COMMITTEE MAKE-UP:
Committee Size:
 The committee shall be composed of a minimum of two and a maximum of four
additional committee members (for a total maximum of six committee members
including the chair and the vice chair).
Committee Composition:
 A minimum of one director-at-large and one member-at-large on the committee;
 It is preferred that one committee member be one of the two immediate preceding
treasurers of the association;
 It is also preferred that the vice chair, who is appointed by the President, be a directorat-large.
Additional Criteria:
 The chair shall select committee members annually, subject to ratification by the Board
of Directors;
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At least one new committee member must be added to the committee upon
formation annually;
The President and Executive Director of the association are ex-officio members of the
Finance Committee, in addition to the above;
The executive Board liaisons are ex-officio members of the Finance Committee, in
addition to the above.

COMMITTEE PLANNING, WORK, ADMINISTRATION AND REPORTING






The committee shall be governed by these terms of reference, and bound by the
association by-laws, and by policies and resolutions of the Board.
The committee shall fully support the Treasurer in accomplishing the duties set out in
the CAEM position description for Treasurer.
The Committee shall meet at least four times annually to accomplish the duties set
forth herein.
Meetings shall be held following suitable notice. An agenda and supporting
documentation should be distributed in advance of the meeting. Minutes shall be
taken and promptly distributed.
The chairperson shall provide a report on committee activity for each Board meeting.
The Chairperson shall receive advance notice (and agenda) of all meetings of the
Board.

FINANCES:
The committee shall recommend an annual operating budget to the Board and monitor
actuals against budget on a regular basis. No projects or expenditures beyond the budget
shall be undertaken without the approval of the Board.
CONFLICT OF INTEREST:
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.
Approved on November 21, 2018
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Terms of Reference
GOVERNMENT RELATIONS COMMITTEE
AUTHORITY:
The Government Relations Committee derives its authority from and is accountable to the
CAEM Board of Directors.
PURPOSE:
The purpose of the Government Relations Committee is to:









To monitor federal and provincial government legislation, regulations and policies in
order to promote the broad interests of the expositions and events industry with
government decision-makers.
All issues being addressed need to have the potential for national implication (please
see ‘Framework for Choosing Issues’ within these terms of reference.
To increase visibility of CAEM and the industry with policy and decision-makers within
federal and provincial government.
To increase awareness of economic impact of the exposition and events industry with
government and tourism departments across Canada.
To develop and strengthen relationships with government.
To seek input from the membership across Canada on issues and make
recommendations to the CAEM Board of Directors for policy submissions on federal
and provincial legislative, regulatory and policy initiatives.
To register with the appropriate government office(s) as a registered lobbyist (under
the Executive Director), in accordance with the Lobbyist Registration Act.
To keep the Board of Directors and Membership abreast of all government relations
activities and progress.

FRAMEWORK FOR CHOOSING ISSUES:
To define the direction and activities of CAEM on a general level, the following framework
is used to evaluate, select and prioritize issues:
a. Mission Related
o Broad membership impact.
o Canadian in scope, or a local issue with industry-wide implications.
o CAEM can support a regional group on significant local issues (e.g. OAEM);
however, the regional group would be responsible for dealing with the issue
at hand.
b. Strategic
o Potential for generating effective results.
o Degree of impact on industry.
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o Degree of profile/visibility.
c. Tactical
o Degree of benefit measured against cost (financial, time, reputation, etc.)
CHAIRMANSHIP:
The following criteria shall apply when selecting the Chair of the Government Relations
Committee:



The Chair shall be a director-at-large appointed by the President and ratified by the
Board;
This appointment shall be for a one-year term.

COMMITTEE MAKE-UP:
Committee Size:


A minimum of four and a maximum of six additional committee members (for a total
minimum of five and a maximum of seven committee members including the chair).

Committee Composition:




It is recommended that an Executive Committee member liaison be appointed and be
included in all meetings, documentation, and communications.
A minimum of two members-at-large.
It is recommended that one member also serve as the liaison with the Regional
Leaders Committee to provide continuity across Canada on legislative issues.

Additional Criteria:





The chair shall select committee members annually, subject to ratification by the Board
of Directors; it is recommended that at the end each year, half of the committee
members shall be replaced with the other committee members remaining for an
additional year to provide continuity of educational programming.
At least one new committee member shall be added to the committee upon formation
annually.
The President and Executive Director of the association are ex-officio members of the
Government Relations Committee, in addition to the above.
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COMMITTEE PLANNING, WORK, ADMINISTRATION AND REPORTING:






The committee shall be governed by these terms of reference, and bound by the
association by-laws, and by policies and resolutions of the Board.
The Committee shall meet at least two to three times annually to accomplish the
duties set forth herein.
Meetings shall be held following suitable notice. An agenda and supporting
documentation should be distributed in advance of the meeting. Minutes shall be
taken and promptly distributed.
The chairperson shall provide a report on committee activity for each Board meeting.
The Chairperson shall receive advance notice (and agenda) of all meetings of the
Board.
The committee shall prepare an annual program of work (operational plan) for
approval by the Board. It shall also prepare project plans and budgets for any major
undertakings, and these shall be presented to the Board for approval.

FINANCES:
The committee shall operate within a budget established annually by the Board. No
projects or expenditures beyond the budget shall be undertaken without the approval of
the Board.
CONFLICT OF INTEREST:
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.

Approved on November 21, 2018
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Terms of Reference
HEALTH AND SAFETY COMMITTEE
AUTHORITY:
The Health and Safety Committee derives its authority from and is accountable to the
CAEM Board of Directors.
PURPOSE:
The purpose of the Health and Safety Committee includes but is not limited to:






Review the Ontario Health and Safety Act as it pertains to the Exposition Industry
Review other Canadian Health and Safety Acts as they pertain to the Exposition
Industry
Update or develop new Health and Safety and the Law course material as required
Develop Best Practices Guidelines for the Exposition Industry in Canada
Liaise with relevant government bodies

CHAIRMANSHIP:
The following criteria shall apply when selecting the chair and co-chair of the Health
and Safety Committee:




The chair shall be the 1st Vice President of the Association and the co-chair the
President of the Association.
At the discretion of the President, the chair can be delegated to a director-at-large,
appointed by the President and ratified by the Board.
The appointment shall be for a one-year term, but chairs/co-chairs may be reappointed for an additional term or terms.

COMMITTEE MAKE-UP:
Committee Size: A minimum of one and a maximum of two members representing
each of the three major industry sectors within the Association:




Exposition
Service Suppliers
Facilities

This would yield a minimum of five and a maximum of eight members including the 1 st
Vice President and the President of the Association.
Committee Composition:




A fair and equal number of members-at-large representing the three major industry
sectors within the Association: Exposition, Service Suppliers, Facilities.
The President and 1st Vice President of the Association, in their capacity of Chair
and Co-Chairs.
A director- at- large, if designated Co-Chair.
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From time to time professional advisors may be invited to meetings.
From time to time a non-member may be invited if the non-member is an expert
within his/her organization.
From time to time a representative from the Ministry of Labour may be invited to
attend meetings.

Additional Criteria:





The chair shall select committee members annually, subject to ratification by the
Board of Directors.
From time-to-time the three interest group sectors may be designated as subcommittees in order to work on specific elements of the task.
Resignations from a committee member representing one of the sector must be
replaced by a member of the sector group affected.
The Executive Director of the association is an ex-officio member of the Health
and Safety Committee, in addition to the above.

COMMITTEE PLANNING, WORK, ADMINISTRATION AND REPORTING






The Committee shall be governed by these terms of reference, and bound by the
association by-laws, and by policies and resolutions of the Board.
The Committee shall meet at least three times annually or as required to
accomplish the duties set forth herein.
Meetings shall be held following suitable notice. An agenda and supporting
documentation should be distributed in advance of the meeting. Minutes shall be
taken and promptly distributed.
The chairperson shall provide a report on Committee activity for each Board
meeting. The chairperson shall receive advance notice (and agenda) of all
meetings of the Board.
The Committee shall prepare an action plan, using the template provided by the
Board. This action plan will detail the objectives, strategies and tactics as well as
methods of evaluation of the plan and budget information.

FINANCES:



The Committee shall operate within a budget established annually by the Board.
No projects or expenditures beyond the budget shall be undertaken without the
approval of the Board.
When deemed necessary, upon the direction of the Board, the Committee shall
seek additional funds from the membership-at-large to support the expenses that
may be incurred in retaining professional advisors. These funds shall be
segregated from general operating receipts and expenditures.

CONFLICT OF INTEREST:
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
member declaring a potential conflict.
Approved by the Board on September 17, 2013
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Terms of Reference
MARKETING & COMMUNICATIONS COMMITTEE
AUTHORITY:
The Marketing & Communications Committee derives its authority from and is
accountable to the CAEM Board of Directors.
PURPOSE:
The purpose of the Marketing & Communications Committee is:


to develop a marketing & communications program to:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)

k)
l)



brand CAEM within the industry aligned with the mission and vision
statements approved by the Board.
retain members and grow membership across Canada.
provide a communication vehicle between the Association and the
membership.
keep members abreast of current and future trends.
provide a vehicle for the transfer of knowledge to members on industry
related topics.
effectively promote all of the CAEM signature events including the annual
conference.
drive attendance and participation to all CAEM signature events including
the annual conference.
position CAEM as the #1 association for industry-specific networking and
education.
develop advertising opportunities to the industry at large and work with
communications group to deliver messaging.
manage an effective website for the Association, with regular
recommendations to the Board and Staff on updates to keep the
information relevant.
create a policy regarding email communication including delivery, content
and frequency.
act as the central ‘control panel’ for all outgoing communications.

continually review the promotions of the CAEM events and provide
recommendations for changes and additions to keep the marketing and promotions
of these events relevant.
evaluate existing and create new non-dues revenues for the Association in the form
of advertising sales, including advertising opportunities on the CAEM website
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evaluate existing and create new opportunities to showcase and recognize CAEM
sponsors in accordance with the sponsorship program and policies approved by the
Board.

CHAIRMANSHIP:
The following criteria shall apply when selecting the Chair and Vice Chair of the
Marketing & Communications Committee:




The chair and vice chair shall be appointed by the President and ratified by the
Board;
The chair or vice chair shall be an exposition member;
These appointments shall be for a one-year term.

COMMITTEE MAKE-UP:
Committee Size:
The committee shall be composed of a minimum of four additional committee members
(for a total minimum of six committee members including the chair and vice chair).
Committee Composition:




A minimum of three members-at-large;
If neither of the chair or vice chair is a Board member, a minimum of one director-atlarge shall serve on the committee.
The Committee will be organized within the following teams. One Marketing &
Communications member will lead each team as they see fit:
o Advertising – responsible for soliciting and tracking ad revenue for CAEM
website.
o Communications and Website – responsible for ensuring website is up-todate and current and can recommend changes to be made.
o Promotions – Each Signature event committee will handle its own
sponsorship package and Promotions will work with the office to promote
these opportunities.
o Membership Retention and Growth – responsible for recommending retention
and growth strategies

Additional Criteria:





The Chair and Vice Chair shall select committee members annually, subject to
ratification by the Board of Directors;
At least one new committee member shall be added to the committee upon
formation annually;
A minimum of one member from the Marketing & Communications Committee
relating to promotions shall serve as a liaison on the Conference Committee.
The President and Executive Director of the association are ex-officio members of
the Marketing & Communications Committee, in addition to the above;
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COMMITTEE PLANNING, WORK, ADMINISTRATION AND REPORTING







The committee shall be governed by these terms of reference, and bound by the
association bylaws, and by policies and resolutions of the Board.
The Committee shall meet at least six times annually to accomplish the duties set
forth herein.
Meetings shall be held following suitable notice. An agenda and supporting
documentation should be distributed in advance of the meeting. Minutes shall be
taken and promptly distributed.
An overall critical path shall be created and provided to the Board that clearly
defines roles and responsibilities, timelines, and promotions of all of CAEM’s
signature events.
The committee shall prepare project plans and budgets for the board’s approval.
The chair and vice chair shall provide a report on committee activity for each Board
meeting. The chair and vice chair shall receive advance notice (and agenda) of all
meetings of the Board.

FINANCES:
The committee shall operate within a budget approved annually by the Board. No
projects or expenditures beyond the budget shall be undertaken without the approval of
the Board.
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.

CONFLICT OF INTEREST:
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.
Approved on November 21, 2018
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Terms of Reference
AWARDS OF EXCELLENCE COMMITTEE
AUTHORITY:
The Awards of Excellence Committee derives its authority from and is accountable to
the CAEM Board of Directors.
PURPOSE:
The purpose of the Awards of Excellence Committee is:






to develop a event program and operational plan which will recognize CAEM
members for their professional achievements;
to assist with and support the planning of the Awards of Excellent event, including
securing an emcee for the night and determining the layout of the awards
presentation;
to assist with and support related sponsorship initiatives which encourage the
participation of all member companies and assists CAEM in meeting financial
objectives;
to assist with and support related promotional initiatives and ticket sales;
to review past surveys in developing the current year's program, as well as provide
recommendations for changes and additions post-event to keep the event relevant.

CHAIRMANSHIP:
The following criteria shall apply when selecting the co-chairs of the Awards of
Excellence Committee:
 The Chair and Vice Chair of the Awards of Excellence Committee shall be
appointed by the President and ratified by the Board;
 One of the chair or vice chair shall be an exposition member;
 It is preferred that the Chair be a director-at-large;
 These appointments shall be for a one-year term.
COMMITTEE MAKE-UP:
Committee Size:
The committee shall be composed of five to six additional committee members.
Committee Composition:



A minimum of three members-at-large;
If neither of the Chair or Vice Chair is a Board member, a director-at-large shall
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serve on the committee.
Additional Criteria:






The chair and vice chair shall select committee members annually, subject to
ratification by the Board of Directors;
At least one new committee member shall be added to the committee upon
formation annually;
Promotions of the Awards of Excellence shall be served through the Marketing &
Communications Committee.
Sponsorship shall be coordinated through the sponsorship liaison.
The President and Executive Director of the association are ex-officio members of
the Awards of Excellence Committee, in addition to the above.

COMMITTEE PLANNING, WORK, ADMINISTRATION AND REPORTING






The committee shall be governed by these terms of reference, and bound by the
association by-laws, and by policies and resolutions of the Board.
The committee shall meet at least six times annually to accomplish the duties set
forth herein.
Meetings shall be held following suitable notice. An agenda and supporting
documentation should be distributed in advance of the meeting. Minutes shall be
taken and promptly distributed.
The chair and vice chair shall provide a report on committee activity for each Board
meeting in the months leading up to the event as well as a post-event report.
The committee shall prepare an annual program of work (operational plan) and
budget for approval by the Board.

FINANCES:
The committee shall operate within a budget established annually by the Board. No
projects or expenditures beyond the budget shall be undertaken without the approval of
the Board.
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.
CONFLICT OF INTEREST:
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.
Approved on November 21, 2018
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Terms of Reference
NOMINATING COMMITTEE
AUTHORITY:
The Nominating Committee derives its authority from the CAEM By-laws and is
accountable to the CAEM membership.
PURPOSE:
The purpose of the Nominating Committee is:
To nominate candidates for the Board of Directors, Awards of Excellence, and Honorary
Life membership as described below.
1)

Board of Directors







2)

to nominate candidates for election to the Board of Directors in accordance with
Article Five (5.2) and Article Five (5.4) of the CAEM Bylaws
to recommend to the Board of Directors naming candidates for:
o President of the Board
o Past President
o First Vice-president
o Second Vice-president
o Secretary
o Treasurer
to ensure no persons have been nominated unless they have filed with the
Nominating Committee or the Secretary of the Association written consent to stand
to recommend candidates for appointment by the Board of Directors to fill
vacancies on the Board and the Executive in accordance with Article (8) of the
CAEM by-laws
to monitor the make-up of the Board and nurture prospects to ensure continuity of
leadership of the association from year to year.
Awards




to review and reaffirm the criteria for the various awards
to review nominations annually for all awards presented at the annual Awards of
Excellence and recommend recipients for the approval of the Board of Directors
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3)

Honoured Life Members


to recommend to the Board of Directors candidates eligible for Honoured Life
Membership

CHAIR
The Past President of the association shall chair the Nominating Committee.
COMMITTEE MAKE-UP:
Nominating Committee
Committee Size & Composition:





The Chair shall annually appoint four Committee members, and inform the Board
of Directors. The terms of membership will be staggered two year terms to ensure
continuity on the Committee.
The Nominating Committee shall be composed of two directors and two active
members at large who are not members of the current Board of Directors (for a
total maximum of five Committee members including the chair).
All nominating Committee members shall be active voting members.
The President shall become a non-voting Committee member.

Other Criteria


Each member of the Nominating Committee shall have one vote, except the Chair.
Only in the event of an equality of votes shall the Chair cast the deciding vote.

COMMITTEE PLANNING, WORK, ADMINISTRATION AND REPORTING









All Committee discussions shall be kept in strict confidence.
The Committee shall be governed by these terms of reference, and bound by the
association by-laws and Policies.
The Committee shall meet a minimum of twice annually to accomplish the duties
set forth herein, and in the CAEM By-laws.
Meetings shall be held following suitable notice. An agenda and supporting
documentation should be distributed in advance of the meeting. Minutes shall be
taken and promptly distributed.
No fewer than 90 days prior to the association's Annual Meeting, the Nominating
Committee shall seek through an official CAEM communication channel, the
names of eligible members to consider for possible nomination as directors.
Members of the Nominating Committee may encourage members to stand for
election and as a Committee may sign their Board nominations forms.
While the Nominating Committee recommends the candidates for the Executive
Committee, the Executive Committee will determine the Committee portfolios that
new board members will assume.
No fewer than 60 days prior to the presentation of the Awards of Excellence, the
Nominating Committee shall seek through an official CAEM communication
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channel, the names of eligible members to consider for these awards.




Members of the Nominating Committee are excluded from completing or signing
an awards nomination form.
The Nominating Committee chair, being a member of the Executive Committee
may, as a courtesy, advise the Executive Committee of nominations but all
ratifications are the responsibility of the full Board of Directors.
Within forty-eight (48) hours after the Board of Directors’ ratification of winners in
the categories to be presented at the Awards of Excellence, the Nominating
Committee chair and/or Nominating Committee members shall notify all of the
award winners and all of the main nominators – regardless of whether or not their
candidate was a winner.

CONFLICT OF INTEREST:
 In a situation where it is deemed that there is a subject which is a conflict of
interest as it concerns a Committee member(s), then the Committee shall
request that the said Committee member(s), after discussion and before the final
decision-making process, excuse themselves from the meeting. The onus
should be on, but not limited to, each Committee member declaring a potential
conflict.
 Members of the Nominating Committee may not be nominated for an award while
serving on the Committee.
Approved on November 21, 2018
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Terms of Reference
HOLIDAY LUNCH COMMITTEE
AUTHORITY:
The Holiday Lunch Committee derives its authority from and is accountable to the
CAEM Board of Directors.
PURPOSE:
The purpose of the Holiday Lunch Committee is:






to develop a event program and operational plan which will provide networking and
social opportunities for CAEM members;
to assist with and support the planning of the holiday lunch event;
to assist with and support related sponsorship initiatives which encourage the
participation of all member companies and assists CAEM in meeting financial
objectives;
to assist with and support related promotional initiatives and ticket sales;
to review past surveys in developing the current year's program, as well as provide
recommendations for changes and additions post-event to keep the event relevant.

CHAIRMANSHIP:
The following criteria shall apply when selecting the co-chairs of the Holiday Lunch
Committee:
 The Chair and Vice Chair of the Holiday Lunch Committee shall be appointed by
the President and ratified by the Board;
 One of the chair or vice chair shall be an exposition member;
 It is preferred that the Chair be a director-at-large;
 These appointments shall be for a one-year term.
COMMITTEE MAKE-UP:
Committee Size:
The committee shall be composed of five to six additional committee members.
Committee Composition:



A minimum of three members-at-large;
If neither of the Chair or Vice Chair is a Board member, a director-at-large shall
serve on the committee.
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Additional Criteria:






The chair and vice chair shall select committee members annually, subject to
ratification by the Board of Directors;
At least one new committee member shall be added to the committee upon
formation annually;
Promotions of the Holiday Lunch shall be served through the Marketing &
Communications Committee.
Sponsorship shall be coordinated through the sponsorship liaison.
The President and Executive Director of the association are ex-officio members of
the Holiday Lunch Committee, in addition to the above.

COMMITTEE PLANNING, WORK, ADMINISTRATION AND REPORTING






The committee shall be governed by these terms of reference, and bound by the
association by-laws, and by policies and resolutions of the Board.
The committee shall meet at least six times annually to accomplish the duties set
forth herein.
Meetings shall be held following suitable notice. An agenda and supporting
documentation should be distributed in advance of the meeting. Minutes shall be
taken and promptly distributed.
The chair and vice chair shall provide a report on committee activity for each Board
meeting in the months leading up to the event as well as a post-event report.
The committee shall prepare an annual program of work (operational plan) and
budget for approval by the Board.

FINANCES:
The committee shall operate within a budget established annually by the Board. No
projects or expenditures beyond the budget shall be undertaken without the approval of
the Board.
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.
CONFLICT OF INTEREST:
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.

Approved on November 21, 2018
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Terms of Reference
WESTERN SUBCOMMITTEE
AUTHORITY:
The Western Subcommittee derives its authority from and is accountable to the CAEM
Events Committee and the Board of Directors.
PURPOSE:
The purpose of the Western Subcommittee is:


to develop a program and operational plan which:
a)
b)
c)






will facilitate exposition members in producing profitable and professional
shows in Western Canada
will facilitate associate members in providing services to exposition
members in Western Canada
is an additional educational and networking vehicle for CAEM members in
Western Canada.

to plan a western summit which combines educational, networking and social
opportunities for members in Western Canada.
to assist with and support a national sponsorship program which encourages the
participation of all member companies and assists CAEM in meeting financial
objectives.
to review past surveys in developing the current year's program.
to plan other western Canada CAEM events as agreed upon with the CAEM Board
of Directors.

CHAIRMANSHIP:
The following criteria shall apply when selecting the co-chairs of the Conference
Committee:
 The Chair and Vice Chair of the Western Subcommittee shall be appointed by
the President and ratified by the Board;
 One of the chair or vice chair shall be an exposition member;
 It is preferred that the Chair be a director-at-large;
 These appointments shall be for a one-year term
COMMITTEE MAKE-UP:
Committee Size:

Click here to get back to Term of Reference Index

The committee shall be composed of a minimum of six additional committee members
(for a total minimum of eight committee members including the co-chairs).
Committee Composition:



A minimum of three members-at-large;
If neither of the Chair or Vice Chair is a Board member, a director-at-large shall
serve on the committee.

Additional Criteria:








The chair and vice chair s shall select committee members annually, subject to
ratification by the Board of Directors;
At least one new committee member shall be added to the committee upon
formation annually;
The chair and vice chair shall also serve on the CAEM Events Committee.
Promotions of the Summit shall be served through the Marketing & Communications
Committee through the promotions liaison serving on the Events Committee.
Sponsorship shall be coordinated through the sponsorship liaison.
The President and Executive Director of the association are ex-officio members of
the Conference Committee, in addition to the above;
The Executive Board liaison is an ex-officio member of the Conference Committee,
in addition to the above.

COMMITTEE PLANNING, WORK, ADMINISTRATION AND REPORTING
 The subcommittee shall be governed by these terms of reference, and bound by the
association by-laws, and by policies and resolutions of the Board.
 The subcommittee shall meet at least six times annually to accomplish the duties set
forth herein.
 Meetings shall be held following suitable notice. An agenda and supporting
documentation should be distributed in advance of the meeting. Minutes shall be
taken and promptly distributed.
 The chair and vice chair shall provide a report on committee activity for each Events
Committee meeting.
 The subcommittee shall prepare an annual program of work (operational plan) and
budget for approval by the Board. It shall also prepare project plans and budgets for
any major undertakings, and these shall be presented to the Board for approval.
FINANCES:
The committee shall operate within a budget established annually by the Board. No
projects or expenditures beyond the budget shall be undertaken without the approval of
the Board.
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.
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CONFLICT OF INTEREST:
In a situation where it is deemed that there is a subject which is a conflict of interest as it
concerns a committee member(s), then the committee shall request that the said
committee member(s), after discussion and before the final decision-making process,
excuse themselves from the meeting. The onus should be on, but not limited to, each
committee member declaring a potential conflict.

Approved on November 21, 2018
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REFERENCES FOR COMMITTEE CHAIRS
How to Run Effective Meetings – Tips for Committee Chairs
1. One week prior to your meeting issue an agenda.
2. In your agenda, you should prioritize your topics with the most important item at the top.
3. Each agenda item should have a specific time frame attached to it.
4. During the meeting, someone (other than the person chairing the meeting) needs to be designated
as the Time Keeper. Stay focused and on topic.
5. Always start your meeting on time. Do not wait for someone running late. If there are latecomers,
do not take time to backtrack and review what has been discussed. Out of respect of the people
who came on time and their time, let the latecomers catch up.
6. Do not review minutes at the meeting. (Because you sent them prior to the meeting, everyone
should have already reviewed them).
7. Designate a minute taker (which should be on a rotation each meeting). Someone other than the
chair should take the minutes.
8. During the meeting, make it clear as to who is taking action on specific responsibilities that came up
at the meeting and note it in the minutes.
9. Minutes should be sent within one week after the meeting while things are still fresh in everyone’s mind
and so action can be do on items outstanding.
10. Throughout your minutes you should used action words i.e. DECISION, DISCUSSION, REVIEW,
EVALUATION.
11. Keep items completed from last minutes (it gives everyone a sense of accomplishments/good
motivator).
12. As the leader of your team, it is said that you should lead by example. Do what you said you would
do.
13. It is also good practice to follow-up periodically to see how your committee is doing. Touch base
with them and see if they need any support from you.

The CAEM Office has various other resource documents about effective meetings and motivating
volunteers. Please contact the office at membership@caem.ca if you require further information
on either of these topics.

