Monica Hawkins
m

From: fonom.info@gmail.com
Sent: Tuesday, February 11, 2020 12:59 PM
To; katie.scott@blindriver.ca; brucemines@belinet.ca; township@dubreuilville.ca;

info@city.elliotlake.on.ca; admin@hiltontownship.ca; info@hiltonbeach.com;
jaremy.hpayne@bellnet.ca; email@huronshores.ca; admin@jocelyn.ca;
johnsontwp@bellnet.ca; lairdtwp@soonet.ca; twpmacd@onlink.net;
plumtwsp@onlink.net; pgreco@twp.prince.on.ca; cityclerk@cityssm.on.ca;
info@townofspanish.com; stjoeadmin@belinet.ca; tarbutttownship@belinet.ca;
twpns@ontera.net; townthess@bellnet.ca; Moneill@wawa.cc: cao@whiteriver.ca;
reception@blackriver-matheson.com; jp.ouel lette@cochraneontario.com;
info@fauquierstrickland.com; townofhearst@hearst.ca; mcleanl@iroquoisfalls.com;
gcoulombe@matticevalcote.ca; moonbeam@moonbeam.ca: info@moosonee.ca;
twpopas@persona.ca; luc.denault@townsrf.ca; clerks@timmins.ca;
administration@valharty.ca; assiginackinfo@amtelecom.net:
billingsadmin@billingstwp.ca; burpeemills@vianet.ca; centralm@amtelecom.net;
brentstdenis@gmail.com; adminoffice@gordonbarrieisland.ca: aclarke@gorebay.ca;
info@townofnemi.on.ca; twptehk@amtelecom.net; cao.clerk@bonfieldtownship.org;
administration@calvintownship.ca; info@chisholm.ca; Monica Hawkins;
info@mattawa.ca; mattawan@xplornet.ca; communications@cityofnorthbay.ca;
admin@papineaucameron.ca; info@southalgonquin.ca; craig.d@temagami.ca;
Jbarbeau@westnipissing.ca; info@armourtownship.ca; Clerk@burksfalls.ca;
info@callander.ca; cao@carlingtownship.ca; office@townshipofjoly.com;
admin@townofkearney.com; bpaulmachar@vianet.ca; info@magnetawan.com;
lwest@mcdougall.ca; clerk@township.mckellar.on.ca; clerk@memurrichmonteith.com;
admin@nipissingtownship.com; rjohnson@townofparrysound.com;
info@townshipofperry.ca; info@powassan.net; admin@ryersontownship.ca;
info@seguin.ca; info@southriverontario.com; clerk@strongtownship.com;
admin@sundridge.ca; mweaver@thearchipelago.on.ca; info@whitestone.ca;
karin@baldwin.ca; cswearengen@chapleau.ca; town@espanola.ca;
mbouffard@frenchriver.ca; clerks@greatersudbury.ca;
cbeauvais@municipalityofkillarney.ca; info@markstay-warren.ca;
hairncentre@personainternet.com; inquiries@sables-spanish.ca;
dturcot@stcharlesontario.ca; amyvickerymenard@armstrong.ca; brethour@parolink.net;
harlytwp@parolink.net; twpchamb@nt!. sympatio.ca; dthibeauit@charitonanddack.com:
cobalt@cobalt.ca; toc@ontera.net; englehrt@ntl.sympatico.ca;
evantureladmin@parolink.net; diannesayer3@hotmail.com: harlytwp@parolink.net;
harris@parolink.net; twphill@parolink.net; harlytwp@parolink.net;
elkiake@ntl.sympatico.ca; harlytwp@parolink.net; joann.ducharme®tkl.ca;
info@larderlake.ca; jallen@latchford.ca; township@nti.sympatico.ca;
treasure@ntl.sympatico.ca; dtreen@temiskamingshores.ca; reynaldrivard@nt.net

Cc: Sandra Hollingsworth; 'Lynn Watson’; John.Curley@timmins.ca; Nicole Fortier Levesque;
'Danny Whalen'; '‘Mac Bain'; 'Paul Schoppmann’; Terry Kelly - External; Lynda Carleton; Al
MacNevin; 'Mayor'

Subject: Expressions of Interest to host the 2021 FONOM Conference
Attachments: Application to Host FONOM Conference 2021.pdf
Importance: High

FONOM Is currently seeking expressions of interest from a Municipality or group of municipalities, with
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accommeodations and facilities to accommodate up to 250 delegates, to host the 2021 FONOM Conference.

Please bring this application (attached) to the attention of your Council for consideration. We are hoping to
receive the completed applications back by March 18, 2020 but if this proves to be a problem, please let me
know at your earliest convenience.

The selected applicant for the 2021 Conference will be required to host the pre banquet reception @ the 2020
Conference May 13-15,2020 in the City of Timmins.
The estimated cost to host this event $3,000.

If you have any questions in the meantime, my contact information is below.

David King
Executive Director
FONOM

Ph. 249-878-0303




Application to Host the Federation of Northern Ontario
Municipalities (FONOM) Annual Conference

Background:

The FONOM conference has grown in recent years attracting more than 250
delegates and exhibitors and brings over $100,000 of economic activity to the host
municipality. The conference forms a major portion of the annual operating revenue
to FONOM and it is therefore important that potential revenue be maximized
through the selection of the host community, transparent tendering and purchasing
of goods and services, as well as careful financial control and management. The
successful host will sign a Memorandum of Understanding document, a sample of
which is attached to this Application.

Section 1 - Timing

The conference will occur in May each year during the second week and begins on
Wednesday at 1:00 pm and last two and a half days.

Day 1 of the conference agenda consists of an official opening; a welcome from the
Mayor of the host municipality; an opportunity for the host municipality to show
case its achievements; an opening reception and an evening for the delegates to visit
local restaurants for their evening meal.

Day 2 starts with a full breakfast followed by several plenary and concurrent
sessions and ends with a banquet during which the FONOM Executive Award will be
presented.

Day 3 of the conference consists of the FONOM Annual General Meeting; a number
of updates from representatives of the three levels of government and a Minister’s
Forum with adjournment of the conference ending by 1:00 p.m.

In what year does your community wish to host the FONOM Conference? (Check
one.)

May 13,14 & 15, 2020 City of Timmins
May 12,13 & 14, 2021

May 11,12 & 13,2022 City of North Bay




Is this a significant year/date for your community?

If yes, describe the significance of the year and other events that will be occurring in
conjunction with this year (e.g. If this is the anniversary of incorporation will your
community be holding other events such as festivals, reunions, etc. during the same
year?)

Section 2 - Conference Facilities

The following conference facility guidelines are the minimum required:

* One large conference room able to seat 250 delegates for plenary sessions. The
room would ideally be furnished with round tables and have a suitable sound
system to allow for speakers at the podium and in the audience using several
mobile microphones.

* One large banquet room to seat 300 guests with a head table (may be the same
room and the plenary session room above provided capacity is available).

* Two adjacent rooms for break-out sessions that should seat from 75 to 125
delegates.

* Four to five meeting rooms for Ministerial delegations that can accommodate up
to 12 people seated boardroom style.

* Large area for the trade show should in close proximity to the large conference
room so that delegates will have easy access to the exhibits.

* Access to telecommunications hook-ups including high-speed Internet, good
audio equipment available to all meeting rooms.

* Sufficient parking to accommodate delegates, sponsors and exhibitors.

* All facilities above should be accessible to persons with physical disabilities.

In what primary facility do you propose to host the majority of the conference?

Name of Facility Address Contact Person

Telephone Fax Email




Ifthere is an additional secondary facility that will be used, please indicate so below.

Name of Facility

Address

Contact Person

Telephone

Fax

Email

Ifthere is a third facility that will be used, please indicate so below.

Name of Facility

Address

Contact Person

Telephone

Fax

Email

Identify below each of the required rooms available in this facility:

Room Purpose Room Name Required Actual
Capacity Capacity
Plenary room 250
Banguet room 300
Trade Show area 30+
booths*
Break-out session room 1 7510125
Break-out session room 2 75t0 125
Ministerial delegation room 12
1
Ministerial delegation room 12
2
Ministerial delegation room 12
3
Ministerial delegation room 12
4
Ministerial delegation room 12
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Please attach floor plans for these rooms and facilities wherever they are available,
(* Booths should be 10" in width and 8-10’ deep)




Section 3 - Accommodations

Please provide a list of all accommodations in your community that includes the
following information: Name, Address, Telephone, Fax, Email, Website and Room
rates. A minimum of 300 rooms within a 30 kilometre radius of conference venue
is normally required.

Hotel/Motel/B&B Name Address No. of Tel, Fax
Rooms & Email,
Rates Website

Section 4 - Food Services and Catering

List up to three food service providers for the conference. These food service
providers should have had prior experience in providing food service to groups of
300 or more.

Food Provider(s)

Name of Provider Address Contact Person

Telephone Fax Email




Section 5 - Municipal Resources

Please indicate below what staff resources are available, This person/ person(s)
should be accountable to the elected representatives of your municipality. (Note
that the conference budget does not include expenses for staff)

Local Conference Chairperson/Contact Person:

Name Title Business Address

Telephone Fax Email

Additional Contact People (name up to three):

Name Title Business Address
Telephone Fax Email
Name Title Business Address
Telephone Fax Email
Name Title Business Address
Telephone Fax Email

What recent conferences has your community hosted in which your municipal staff
were involved in organizing?

Conference/Group Date(s) Held Number of Delegates

Conference/Group Date(s) Held Number of Delegates




Section 7 - Other Factors

Please list other factors that your community wishes to have considered when the
FONOM board reviews conference bids.

In preparing and submitting this bid to host a FONOM Conference, I/we have read
and understand the terms of the Memorandum of Understanding between the
Federation of Northern Ontario Municipalities and the Host Municipality(ies) and
will sign such an agreement should we be selected as the successful bidder of a
conference.

I have the power to bind the City/Town/Township/Municipality of

Signature Date




ANNUAL FONOM CONFERENCE

Memorandum of Understanding
Between the
Federation of Northern Ontario Municipalities
And the Host Community

(Sample Only - Will be Signed After Successful
Conference Bidder is Announced)

Guideline for Conference Host Municipality(ies

Overall the Host Municipality{ies) is responsible for organizing and managing all
local conference logistics. The following sets these out.

Communication and Conference Coordination:

e Representatives from the Host Municipality (HM) participate in the
Conference Coordinating Committee (CCC) along with conference partner
FONOM. This Committee oversees the agenda development, financial terms,
communication material and local logistics for each conference etc. This
Committee usually meets at least monthly from December/january until the
conference.

e Expenses for HM representatives on the CCC are the responsibility of the HM
and are not part of the conference budget.

Venue:

e HM works directly with the management of the local venue to reserve
appropriate space for all aspects of the conference, ensure access to all
rooms, availability of required audio equipment in each conference room and
any other equipment needed, and make any other arrangements necessary
for full use of the facility by conference delegates.

» Enhanced audio visual services may be necessary in order to meet the ever-
expanding technical needs of this conference. In this case, the HM will
undertake a tender or call for proposals for these services.




Meals:

HM manages all meals and refreshment breaks including ordering all food
from the food provider(s). They either work with the onsite caterer, or if
there aren’t any, hires local caterers or local volunteer organizations to
prepare and serve the meals. All aspects of food service before and during
the conference are the responsibility of the HM including selecting of menus
within the budget allocated.

HM will manage the entry to mealtime in some manner, for example, meal
tickets with conference package or by just using conference name tags. If HM
chooses to use conference name tags, they should use different coloured
name tags for one, two day or full registration.

Conference Promotion:

All communication on the conference needs to first be reviewed by the CCC.
The early notice and pre-registration packages are normally sent out to
municipalities by FONOM.

In consultation with the CCC, the HM will set up a web site with the
conference information. This website will be linked to FONOM.

Conference Budget and Finances:

The HM will be provided a working budget by FONOM. The HM will tender
for provision of all conference services using their own municipal tendering
procedures. The HM has discretionary spending abilities within this budget
however; the conference partner FONOM should be apprised about the status
of the budget at least once a month between January and April.

The HM will pay to FONOM the total net profit of the conference by July 15 in
the year of the conference.

Registration:

Registration fees are set by the CCC. Normally all delegates are charged
registration and speakers are not. This is sometimes a judgement call if
speakers decide to stay longer than a few hours each side of their
presentation, so it can be discussed with the CCC.

The Conference registration form is fairly standard from year to year. The
HM may tailor it each year to indicate the HM, location, local contact names
etc. This is then provided to the CCC for their review.

The early conference notices and registration forms are normally sent to
municipalities by FONOM. The HM shall prepare an accommodation lists and
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electronic map of area showing conference site and location of
accommodation (and anything else the HM might like to include). Timing of
the notices is worked out by the CCC.

The HM is responsible for receiving all the registrations, recording the
registrants and collecting and managing all registration fees. All conference
funds should be kept in a separate account with inputs and outputs recorded.
The HM will order and prepare conference name tags for all pre-registered
delegates, speakers {usually distinctive from the delegates and exhibitors)
and guests.

In addition to the pre-conference registration work, the HM will setup a
registration desk at the conference, to allow pre-registrants delegates,
speakers and guests to collect their conference packages and name tags but
also to allow for last minute registrations. At this desk, there should be
additional name tags. This desk will serve as a “conference central desk” -
where any conference or facility related information is available to delegates,
messages are given, evaluation forms are deposited etc. It should be visible
and easily accessible and staffed throughout all hours that the conference
and/or trade show is open to delegates.

The cancellation policy is that registration fees, less a $50 administration
charge, are refundable only if written notification is received by 7 days
before the conference. No refunds will be made after that date however
substitutions may be made without financial penalty.

Conference Agenda:

While the agenda is worked out and finalized by the CCC, the printing of the
final agenda is arranged by either FONOM or the HM. The final agenda must
be printed in both French and English. Translation is also done by either the
HM or FONOM.

The final agenda includes a letter from each of the FONOM President (with a
list of the FONOM Directors) and the Head of Council for the HM.

The HM, in consultation with FONOM, will purchase and wrap the required
number of speaker gifts and arrange for them to be on stage and presented to
each speaker at the appropriate time in the conference.




Conference Packages;

The HM, in consultation with the CCC, will order the appropriate conference
packages (e.g. bags, portfolios etc) and arrange for appropriate logos
indicating the name of the conference, the HM and FONOM.
The HM will acquire the necessary contents of the packages and also fill them
prior to the conference. The following should be in the packages:

o any local promotional material that the HM can acquire

o alist of final conference pre-registrants

o FONOM's resolution package and annual report

o floor plan of the conference facility and, if desired, a map showing
local attractions
trade show program and map of booth locations
any other notices that sponsors may wish to include

c 0

Sponsorships:

The HM, in conjunction with FONOM, is responsible for obtaining all
conference sponsorships. Sponsorships can be obtained for meals,
refreshment breaks or just for promotion, Due to the Jong relationship the
conference has had with many of its sponsors, there is a “right of refusal” for
sponsors from the previous year to sponsor the same event/item.

The HM will sponsor the Pre banquet reception, the year prior to hosting the
conference, estimated value of $3000.00.

There is a standard conference sponsorship package for potential sponsors
to choose from. These fees will be established by the CCC.

Exhibits:

The HM is responsible for the pre-registration of all exhibit booths. There are
standard fees as well for these which are also reviewed annually by the CCC.
While many companies, government agencies will contact the HM directly to
acquire a booth, the HM may need to also solicit to totally fill the booth
spaces. The HM can use the list from the prior year's HM for this purpose
using the list that will be provided by FONOM.

The HM manages this space by allotting the necessary space, assigning the
space and communicating with the exhibitors regarding the requirements
etc.

10




Signage:

Two banners need to be displayed prominently at the entrance to the
conference site or on the conference building. The HM is responsible for
putting these up and taking them down.

The HM should also put up any directional signs that may be necessary for
the delegates to find the conference facilities including parking, conference
rooms, reception areas, booth areas etc. These should be in a bilingual
format. The objective is to make it as easy as possible for the delegates to find
their way around.

The HM will also put up signs indicating the various sponsors of the
conference.

Post Conference Wrap Up:

The CCC may meet following the conference to review the lessons learned
from that year’s conference, review the results of the evaluation forms and
make recommendations on how to improve subsequent conferences.
The HM prepares a Final Report following the conference which outlines
such items as:
o total attendance and profile of delegates (e.g. breakdown by
municipality, other etc)
o final financial statement with revenues and expenditures broken
down
o any suggestions for next year’s conference etc.

Signed by:
FONOM Representative Date

SAMPLE ONLY - DO NOT SIGN AT THIS TIME
Host Community Representative Date

By signing this document, the Host Community agrees to abide by the terms and
conditions as well as timelines outlined in this Memorandum of Understanding.
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