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Would your organization like to host an Early Learning and Care Conference but struggle to find time and resources to move it into action?  ARCQE can help!  With access to local, national and international presenters and a wide variety of topics there is the ability to coordinate a palette of presenters and information to meet the focus of your organization. 

Areas of Possible Support Available
Full Conference Coordination (Presenters to Decorations all included)
Key Note Address & Master of Ceremonies 
Venue Booking & Physical Coordination for Conference

Registration of Participants

      Session Presenters on Conference Focus

Social Event Coordination (eg. Recognition Evening)

Certificates for the Participants

Decorations

ARCQE has a team of professionals that span the province and work with the front line to identify the issues and trends specific to each area.  This helps to ensure that the information provided is relevant and specific to the vision of the organization holding the conference.  The cost of this service is determined after a Conference Request Form is submitted and review.
Call us and let us help you plan a conference to be remembered!

ARCQE

110, Baker Centre

10025-106 Street,

Edmonton, AB.

T5J 1G4

Phone:  (780) 421-4930  or  Toll Free: 1-866-429-4930

Fax:
(780) 421-1730

Visit us at:  www.arcqe.ca
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Conference Booking Form
	Organization Details

	Organization Name
	

	Contact Person’s Name
	

	Billing Address
	

	Telephone Number
	

	Email Address
	

	Name of Event (Theme)
	

	Location of Event (City)
	


	General Details

	Start Date of Event
	

	End Date of Event
	

	Number of Expected Participants
	

	Date of Evening Social if applicable
	

	Projected Conference Budget
	Total Budget_____________  or Price Per Person _________

	Recommended Venue (if applicable)
	

	Vendors Exhibit Included
	· Yes       
· No

	Promotional Materials Requirements
	· Flyers 
· Web Advertisement 

· Conference Packages (Itinerary, sponsors, etc.)

	Registration Requirements
	· Full-Registration
· Partial-Registration (Participants Only)

· Presenter Organization (including Key-note)


	Equipment Requirements

	Laptop
	

	Data Projector & Screen
	

	Flip Chart
	

	Wireless Internet
	


	Catering & Accommodation Requirements

	Catering
	· Meals and Refreshments
· Refreshments Only

· Meals Only

· Social Evening 

· No Catering Required

	Accommodations Required
	Reserve Rooms for Participants
· Yes

· No

	Decorations Required
	· Yes

· No


ARCQE policy:

6 month lead time for conferences under 150 people 

1 year for conferences over 150 people

 15% administration fee to the total conference cost 
Check out our full list of available Workshop Titles at www.arcqe.ca 
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