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CAM Conference Planning Kit: 
Canadian Edition 

 
 
Preamble: 
 
This kit has been prepared as a guide to graduate students and their universities who may be 
contemplating a bid to host a future Canada-based Canadian-American-Mexican Graduate Student 
Physics Conference (CAM). It contains a summary of the key Conference elements, introduces the roles 
and responsibilities of the Canadian Association of Physicists (CAP) and the host university in 
Conference planning and facilitation, and describes how the various groups work together in an 
established committee structure towards a successful outcome.  
 
 
About the CAM Conference: 
 
The CAM Conference is a joint meeting of the Canadian, American and Mexican Physical Societies 
which is held every second year, cycling between locations in Mexico, the United States, and Canada, 
with Canada hosting the CAM conference every sixth year (a history of locations/attendance is attached 
as Appendix A).   

The CAM Conference is normally three days (Thurs-Sat; flexible) held some time between mid-August 
and the end of October.  Attendance typically ranges between 95 and 130 students depending on location.  
In 2013, 85 Canadian students participated in the CAM conference at U.Waterloo. 

The conference focuses on the research done by graduate students. Plenary contributions from 
established scientists from all three countries will also give the student participants exposure to ongoing 
research in diverse sub-fields. Students share the results of their research with senior scientists and 
international peers in their own field, as well as with those focused on other disciplines within physics. 
The aim of the CAM Conference is to provide an outstanding opportunity for students to develop 
professional skills, learn a broad range of physics topics, and initiate interactions across geographical 
borders. Furthermore, it will foster communication and exchange of ideas among students of various 
backgrounds and interests. 

 
Benefits to the Host Institution: 
 
As it evolves, the importance of the CAM Conference to North American universities continues to grow. 
Hosting a Conference, with its associated publicity, gives a department the opportunity to showcase to 
a wide audience the accomplishments of its graduate students, faculty, and postdoctoral fellows, as well 
as its programs and facilities. This in turn raises the profile of the university, the department, and its 
programs on an international scale. Hosting a CAM Conference can also have a direct benefit for the 
institution through its conference, food, and hospitality services. 
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Preparing a CAM Conference Bid: 
 
A university department or other institution which seeks to host a future CAM Conference held in 
Canada must submit a formal bid to the CAP via the CAP Executive Director in answer to a call for bids 
issued by the CAP (unsolicited bids will not be entertained). The bid, submitted via a Letter of Invitation 
(see Appendix B) must include a draft budget, using the CAP CAM Conference Budget Template (see 
Appendix C), a brief description of facilities at the Conference venue, and a proposed local organizing 
group and faculty supervisor.  The faculty supervisor must be a CAP member.  The local committee 
must be chaired by a graduate student who is a CAP graduate student member and who will still be a 
graduate student at the time the conference will be held.   
 
The Council will consider the bid and will vote to approve or reject it depending on the outcome of a 
feasibility assessment based on the submitted information and the advice of the CAP’s Conference 
Advisory Committee. 
 
 
Financial Considerations and Budget: 
 
It is expected that the proposal to host a CAM Conference will include a reasonably detailed budget, 
including the expected level of support by the CAP and other fund raising activities.  The CAP’s 
Conference Advisory Committee will review the bid and will make a recommendation to the CAP Board 
of Directors. It is expected that the Local Organizing Committee, under the supervision of a faculty 
advisor approved by the CAP, will practice appropriate and sound financial management of the 
Conference budget. 
 
 
Documentation and Milestones: 
 
The following documents mark the key milestones in the planning of a Canadian-based CAM 
Conference: 
 

1. Conference hosting bid as defined in “Preparing a CAM Conference Bid” section above: 
submitted to the CAP Executive Director by Head/Chair of host department (by the deadline 
defined by the CAP in their call for bids); 

2. Memorandum of Understanding: to be signed by the Head/Chair of the host department and the 
Executive Director of the CAP, within one month of acceptance/approval by the CAP Board of 
their CAM Conference hosting bid. (NOTE: Date of conference must be set within 2 months of 
signing MOU.) 

3. Conference Services Agreement, accompanied by the final Conference Budget, as approved by 
the CAP’s Conference Advisory Committee, to be signed by the Head/Chair of the host 
department and the Executive Director of the CAP, no less than 4 months prior to the start of the 
CAM Conference. 
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Committees and Advisory Structures: 
 
The responsibilities for various elements of a CAM Conference are assigned to appropriate committees, 
as summarized below. The key responsibilities of the host department are fulfilled by the Local 
Organizing Committee, as described more fully in the next section. 
 
International Organizing Committee: 
 
The International Organizing Committee (IOC) is responsible for the overall coordination and planning 
for the CAM conference at the international level, including the theme and topics to be highlighted 
during the conference and the identification, selection, and securing of the invited speakers – 2 from 
each of the participating societies (CAP, APS, and SMF).  The IOC is chaired by the CAP’s Councillor 
representing Graduate Student Members, in consultation with the CAP Director of International Affairs. 
The other committee members include a student and society representative appointed by each of the APS 
and the SMF, and the CAP Executive Director. 
 
Representatives from the Cuban Sociedad Cubana de Física (SCF) attended and participated in CAM 
2017 and expressed interest in continuing to do so in future events. It will be the responsibility of the 
IOC to confirm extending an invitation to SCF to participate, including a revised schedule of invited 
speakers and conference delegates, and to include the SCF in travel and logistics planning where 
appropriate. 
 
CAM Conference Advisory Committee and National Fund Raising Committee: 
 
The CAM Conference Advisory Committee (CAMCAC) consists of the CAP’s Councillor representing 
Graduate Student Members, Director of International Affairs, Executive Director and a member of the 
CAP's Finance Committee. This committee is responsible for providing financial oversight to the 
Conference. It makes recommendations to the Board on the Conference hosting bid and on the 
registration fee schedule. After approval of a Conference bid, the CAMCAC works with the Canadian 
Organizing Committee to develop a final Conference Budget. Once approved, any significant deviations 
from the approved budget must be also be approved by the CAMCAC.  The CAMCAC is also 
responsible for ensuring that the CAP documentation and policies pertaining to CAM Conference 
matters are current and appropriate. 
 
The CAMCAC oversees both national and local fundraising efforts. The National Fund Raising Working 
Group consists of the representative of the CAP Finance Committee sitting on the CAMCAC, the CAP 
Executive Director, Director of International Affairs, Councillor representing Graduate Student 
Members and the LOC Faculty Advisor.  The Finance Committee representative, or their delegate, will 
Chair this working group. A member of the Working Group will be appointed to be responsible for 
contacting those organizations on the Executive Director's National list of sponsors identified by the 
Working Group as potential sponsors for the CAM conference. The LOC Faculty Advisor is responsible 
for coordinating the efforts of the LOC in the solicitation of support for this conference, ensuring that 
the LOC does not contact any organization on the National list and that the Working Group Chair is 
advised of all companies being contacted and the results of those appeals for support. 
 
Canadian Organizing Committee: 
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The Canadian Organizing Committee (COC) is responsible for the overall coordination and planning for 
the CAM Conference at the national level.  The Committee is chaired by the CAP’s Councillor 
representing Graduate Student Members.  Other members include the CAP’s Director of International 
Affairs, the CAP’s Executive Director, the co-chairs of the Local Organizing Committee, and the LOC 
faculty advisor.  The COC oversees the establishment and activities of the various sub-committees to 
ensure a successful conference.  They are also responsible for determining what, if any, support is 
available for participants (delegates and invited speakers) from all countries, for administering the 
distribution of such support within Canada, and for ensuring that the support from the other countries is 
well communicated and documented. 
 
Responsibilities of the Canadian Organizing Committee: 
 
The Canadian Organizing Committee works closely with the CAP office, the CAM Conference Advisory 
Committee, the CAP Board, the CAM Program Committee and Local Organizing Committee to plan 
and produce the Conference.  
 
The primary responsibilities of the Canadian Organizing Committee are outlined below.  More details 
about specific events and conference elements are given in the following section. 
 

 Preparing, posting, and circulating a Conference Poster a year in advance of the planned CAM 
Conference. 

 Preparing and managing the CAM conference website, hosted as a subdomain with the CAP’s 
website (i.e., cam.cap.ca), as well as preparing and circulating appropriate publicity materials on 
a timely basis.  The site should include maps, floor plans of meeting areas, information on 
parking, accommodations and other relevant local information.  The CAP will grant 
administrator-level access to the subdomain to allow the appointed CAM webmanager to 
create/manage the site.  The CAM webmanager must retain the CAP-branded styling 
(layout/colours/etc) of the website but may modify the site to suit their desired content.  The CAP 
retains the right to review/update content and to withdraw administration privileges if they feel 
that this privilege has been violated. 

 Working with the CAMCAC to prepare an appropriate final budget and completed Conference 
Services Agreement no later than 4 months prior to the start of Conference; (if applicable) 
tracking Conference income and expenses and submitting a final report to the CAP Executive 
Director no more than 10 weeks after the end of Conference. 

 Working in collaboration with the National Fundraising working group to ensure that adequate 
funds are raised to meet the Conference budget goals. This includes the development of a 
sponsorship package that clearly outlines the various levels of sponsorship and benefits 
associated with each, as well as the development of the online sponsorship form.  Should a 
sponsorship include the ability to provide materials for distribution in the registration packages, 
the timing and location for delivery of materials needs to be developed and communicated.  The 
Local Organizing Committee should have 1-2 members who are designated responsible for local 
fundraising efforts and for promoting the Conference to potential local sponsors. 

 Working with the Program Committee to ensure their tasks are undertaken on a timely basis (see 
Program Committee item below). 

 Working with the Local Organizing Committee to ensure that all local arrangements have been 
taken care of (see list below), are within the approved budget for same, and providing guidance 
with respect to conference requirements.   
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 Preparing a detailed Conference follow-up report and providing suggestions for 
updating/revising/correcting conference hosting kit, for submission to the CAP office within 
three months of the end of Conference. 

 Preparing an official report for publication in Physics in Canada and posting on the CAP/CAM 
website. 

 If funding is provided for student travel support, working with the CAMCAC to develop a rubric 
for the allocation of funds, a mechanism for student application, as well as the process for the 
final distribution of funds, with documented receipt of same by the recipient. 

 
SUBCOMMITTEES 
 
Program Committee: 
 
The CAP’s Councillor representing Graduate Student Members, who is on the International 
Organizing Committee, will chair the CAM Program Committee (PC) and will be responsible for 
securing the necessary additional PC members from among the CAP Graduate student membership, 
two of whom must be located at the host university.  The PC is responsible for the planning and 
coordination of the main CAM Conference Program, including recommending potential Canadian 
invited speakers to the International Committee, the development of an abstract submission process, 
the review and approval of all submitted abstracts, the timely notification of participants of the 
status of their submission, the scheduling of the Canadian and international invited talks, scheduling 
the technical and other topical sessions, and the timely preparation of the online and printed 
Congress program (if appropriate). The Program committee chair ensures that the program 
information is made available through the CAM Conference website at the earliest opportunity and 
that all posted information concerning the program is accurate and timely. 
 
Local Organizing Committee: 
 
The Local Organizing Committee, which is overseen by two student co-chairs appointed by the host 
department (one of whom must be a CAP member), is responsible for overseeing all local 
arrangements for the Conference at the host institution. This includes direct responsibility for local 
fund raising, including (with the support of the faculty advisor and Department Chair) negotiations 
with the host university for complimentary services or waived fees wherever possible. The co-
Chairs of the Local Organizing Committee and the faculty advisor should be in place by the time 
the Conference hosting bid is submitted to the CAP. By signing the Conference hosting MOU, the 
Head/Chair of the host department indicates his/her commitment to establishing an LOC of 
sufficient size and capabilities, and to providing access to appropriate/adequate resources to ensure 
that all local responsibilities can be adequately taken care of. The LOC is encouraged to contribute 
creative initiatives and program suggestions that take advantage of and showcase the local venue, 
but final decisions regarding program rest with the Program committee.  The responsibilities of the 
LOC are listed below. 

 
Responsibilities of Local Organizing Committee: 
 
The primary responsibilities of the Local Organizing Committee are outlined below.   
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 Negotiating and securing an adequate number of appropriate, convenient, and affordable 
accommodations and preparing the required information regarding booking and a process for 
allowing individuals to share accommodations if appropriate. 

 Identifying and securing convenient and accessible venues, along with audiovisual, technical and 
other support, for all Conference sessions, the poster session, the welcome reception, etc. Spaces 
must accommodate and be appropriate to the sessions and events assigned to them. Distances 
between venues should allow for reasonable movement between sessions, and routes should be 
clearly marked. 

 Securing a venue for the Conference Banquet and negotiating an appropriate price and menu 
including provisions for special dietary requirements. The venue should include facilities for 
presentations and announcements. If necessary, the cost of transportation to and from the venue 
must be factored into the Banquet cost. 

 Making appropriate hospitality arrangements. This includes health breaks (coffee and snacks), 
specified receptions, etc. The Local Organizing Committee should also identify available food 
service sites near the conference venue and ensure that capacity is sufficient to accommodate the 
anticipated demand from delegates at normal meal times. 

 Securing material for, and preparing, the conference registration packages. Such information 
should include the congress program, a description of local food establishments, tourist 
information, information about wireless internet, and other useful information for delegates. The 
package is handed out together with the program and the delegate’s name tag package. 

 Recruiting graduate student volunteers to assist at the Conference; tasks normally include session 
monitors (assist with A/V, timing, posting session details outside the door, tracking speakers, 
noting participation), registration package “stuffers”, assist with posting indoor and external 
signage, assist at the registration desk (normally with preregistered delegates), collecting tickets 
at the various events, and offering general assistance to help delegates find the location of 
different sessions/events.  

 Arranging for the registration desk (to handle pre-registered and onsite registration, if 
appropriate). The LOC is responsible for ensuring that the registration arrangements have been 
made and that the name tags, receipts, and food/event tickets have been prepared and put into 
envelopes for each pre-registered delegate. The desk should be staffed/supplied to ensure these 
items can be quickly secured for onsite registrants.  

 Arranging for complimentary wireless internet access for delegates. 
 Securing a venue for, and hosting, a welcoming reception for all delegates. 
 Posting appropriate indoor and external signage to direct delegates to the meeting areas, 

registration desk, parking, on-campus accommodations (if appropriate), and locations of special 
events. It is better to err on the side of too much signage than not enough. A good test is to have 
someone who is not familiar with the conference location and attempt to find a series of locations 

 Arranging for someone to take pictures at the conference for use on the website and in published 
reports provided to CAP members and CAM sponsors. 

 
 
Detailed descriptions of Conference elements: 
 
This section provides more detailed information about key elements of a Conference that are mentioned 
in the COC and LOC responsibilities sections above. 
 
Registration Area: 
The registration area should be centrally located, and routes to it (from closest parking, on-site 
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accommodation, meeting room locations) should be clearly marked. The registration area should be set 
up to efficiently deliver registration packages to pre-registered delegates as they arrive while also 
accommodating on-site registrants (if appropriate). A message board for delegates should be located 
close to the registration area. A table with local information should also be set up.  
 
Plenary sessions: 
The LOC should identify a centrally located venue for the plenary sessions, as advised by the Program 
committee on their timing and anticipated audience size. It is preferable that the same room be used for 
all of the plenary sessions held during Conference. 
 
Parallel sessions, if appropriate: 
The LOC should identify an adequate number of rooms to be used for parallel technical sessions, on the 
advice of the Program Committee. The 2011 CAM conference had over 125 delegates and 4 parallel 
sessions. It is advisable to have a backup room available in case of unforeseen issues. All of the rooms 
should be equipped with data projectors (overhead projectors should be available if needed). Ideally, all 
of the rooms used should be within about 5 minutes walking time of each other. An attendant (usually a 
student volunteer) from the host institution should be assigned to assist with projection and other 
audiovisual needs in each room and to track speakers as well as participation levels in the sessions. The 
attendant should have a way to communicate quickly with a senior member of the LOC in the event that 
technical difficulties arise. 
 
Poster session: 
Poster board dimensions should be posted to the CAM website as soon as possible after the call for 
abstracts is issued.  The poster area should be available for delegates to mount their posters during the 
morning of the day of their poster session. Posters should be displayed in the order that they appear in 
the CAM program. Should the budget permit, snacks and refreshments may be made available at the 
poster session. 
 
Welcome reception: 
A welcome reception should be organized on the first day of the Conference.  Sponsorship for this event 
should be sought from the host institution. 
 
Panel Discussion: 
Recent Conferences have included a plenary session on a topic identified by the IOC, with a panel of 
invited speakers (one from each participating country) speaking on the issue of interest to delegates. If 
appropriate, this session could be opened up to anyone at the host institution or nearby who wishes to 
attend, at no cost.   
 
E-mail/internet access: 
The host institution provides a means for delegates to access e-mail and the internet. Increasingly this is 
through an existing wireless network, but access to computers somewhere near the Conference site is 
also desirable. As e-mail/internet access is one of the most highly, and frequently, used services provided 
during the conference, a high bandwidth/fast response system should be established for Conference 
delegates (the highest levels of complaints from conference delegates come when there is limited or 
sporadic e-mail/internet access).  A sheet which includes this information, plus login instructions, should 
be prepared by the LOC, for inclusion in the delegate registration packages. 
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APPENDIX A 
to the CAP’s CAM Conference Planning Kit 

 
 

 
HISTORY OF CAM CONFERENCES  
 
Year CAM# Host 

Society 
Location Number of Participants 

     
2017 
Aug.17-19 

8th APS Hyatt Regency, Washington, 
DC, USA 

89 - 14 Cdn, 38 US, 23 Mex, 14 Cuban 
 

2015 
Sept.10-12 

7th SMF Hotel Mision de los 
Angeles, Oaxaca, Oaxaca, 
Mexico 

93 -  13 Cdn, 31 US, 49 Mex  
 
Cdn: 10 students, 3 inv. Speakers (Kris 
Poduska, MUN; Michael Steinitz, St. F-X; and 
Pablo Bianucci, Concordia U.) 

2013 
Aug.15-18 
 

6th CAP U.Waterloo and Perimeter 
Institute, Waterloo, ON 

129 - 85 Cdn,  22 US, 22 Mex 

2011 
Sept.29-
Oct.1 

5th APS Hill Hotel, Washington, DC, 
USA 

103 - 28 Cdn, 42 US, 33 Mex 

2009 
Oct.22-24 

4th SMF Fairmont Pierre Marques 
Hotel, Acapulco, Mexico 

118 –  82 oral (28 Cdn, 33 US, 21 Mex);  
 36 posters (4 Cdn, 6 US, 26 Mex) 
 
Cdn : 32 students, 2 inv. Speakers (Adriana 
Predoi-Cross, U.Lethbridge; Alex Vitkin, 
U.Toronto), and 2 professors (Michael Steinitz 
and Gordon Drake) 

2007 
Aug.8-11 

3rd  CAP McGill University, 
Montreal, Quebec, Canada 

112 -- 63 Cdn, 29 US, 20 Mex. 
 
Cdn:  63 students, 2 inv. Speakers (Brigitte 
Vachon, McGill U., Dean Chapman, 
U.Sask/CLS) 

2005 
Aug.19-21 

2nd APS The Horton Grand Hotel, 
San Diego, CA, USA 

100+  

2003 
Oct.24-26 

1st SMF Holiday Inn, Merida, 
Mexico 

111 - 25 Cdn, 44 US, 42 Mex 
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APPENDIX B 

to the CAP’s CAM Conference Planning Kit 
 

 
TEMPLATE OF LETTER OF INVITATION AND CONFERENCE BID 
-- ON HOST INSTITUTION LETTERHEAD 
(to be submitted with preliminary budget) 
 
 
Date 
 
 
Mrs. Francine Ford 
Executive Director, Canadian Association of Physicists 
555 King Edward Avenue, 3rd Floor 
OTTAWA ON K1N 7N5 
 
 
Bid for CAM Conference for 2019 
 
 
Dear Mrs. Ford: 
 
The Department of Physics at the University of xxx is hereby submitting a bid to the Canadian 
Association of Physicists to host a biennial Canadian-American-Mexican (CAM) Conference at the 
University of xxx in 2019. 
 
To this end, a preliminary CAM Local Organizing Committee has been formed, consisting of: 
 
 Graduate Student A (research area of person A, e.g. Condensed Matter) 
 Graduate Student B (research area of person B, e.g. Biophysics) 
 Person C (research area of person C) 
 Person D (research/professional area of person D) 
 Faculty Advisor (research/professional area of person E) 
 
This committee, co-chaired by Graduate Students A and B, will be charged with identifying possible 
specific dates for a CAM Conference in 2019, as well as investigating possible conference session sites, 
accommodation arrangements, and funding support. As requested in the CAM Planning Kit, we attach 
a preliminary draft budget for the proposed Conference. The budget was prepared using reasonable 
estimates for (at least) the major expenditures and revenue sources. You will note that our preliminary 
estimates indicate that we can meet the target of a surplus of approximately $10k-$15k, which surplus 
will be used by the CAP office to support student participation in the CAM2021, CAM2023 and 
CAM2025 conferences to be held outside of Canada. 
 
This bid has my full support as well as the support of (name anyone higher in the university 
administration who has provided written support for your university hosting the conference).  Should 
our bid be accepted, our organizing committee would work to ensure that the 2019 meeting was as 
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successful as possible.  In this regard, we look forward to working with the CAM Conference Advisory 
Committee over the next few months as we finalize the budget and start preparations for the Conference. 
 
[include short description of institution here] - The University of xxx is a large institution of nearly xxx 
students located on the xxx side of the City of xxx. It has extensive lecture hall and residence 
accommodations, with a number of hotels within walking distance of campus. Getting to and from xxx 
is relatively easy, with regularly scheduled airline service to nearly xxx Canadian cities from coast to 
coast 
. 
[include short description of department here] - The Department of Physics in xxx currently 
includes xxx regular faculty members, over xxx graduate students, and about xxx undergraduate 
Physics majors. Areas of research activity include: Astronomy and Astrophysics, … The 
University of xxx is also home to the Institute for xxx. 
 
In summary, the Department of Physics at the University of xxx is a vibrant and growing 
institution with a rapidly increasing involvement in the national and international physics 
community. We believe that our institution can host a successful conference within the estimated budget. 
 
We look forward to an opportunity to host the CAM Conference in 2019. 
 
Sincerely, 
 
[Name]      [Name, if want 2nd signatory] 
Head of Department     [Position] 
Phone:      Phone: 
e-mail:      e-mail : 
 
encl. Preliminary Conference budget 
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APPENDIX C 
to the CAP’s CAM Conference Planning Kit 

 
 
 

CAM CONFERENCE PRELIMINARY BUDGET   

     

(based on CAM2013 actuals)   

     

Revenu     

 Contributions from host institution $5,800.00   

 Contribution from local Industry $1,500.00   

 Contribution from local institutes $5,000.00   

 Sponsorship - Perimeter Institute $6,137.45   

 Sponsorship - TRIUMF $250.00   

 Support from Cdn physics departments $2,150.00   

 Registration fees $17,174.50   

 Miscellaneous revenue $510.00   

     

 Total revenues $40,521.95   

     

Expens     

 Student travel support   $4,970.00  

 Printing of posters and conference program $1,680.00  

 Banquet (sponsored by Perimeter Institute)  $6,137.45  

 Support for Mexican participants (rooms)  $2,310.00  

 Support for invited speakers -van transport  $1,150.25  

 Poster boards  $00  

 Registration materials (badges,stickers)  $44.29  

 Meeting rooms, A-V, timers, laser pointers  $389.48  

 Special session (sponsored)  $1,800.00  

 Catering  $5,230.45  

 Poster session snacks  $934.60  

 Table rentals  $517.06  

 Breakfast  $128.33  

 Subsidy for group trip  $186.50  

 LOC thank you event  $250.00  

 Miscellaneous (registration refunds)  $1,550.00  

 HST on registration fees  $331.50  

     

 Total expenses  $27,609.91  

     

 BALANCE**  $12,912.04  

     

 
** The balance is held at the CAP office in a special fund used to provide travel support to students attending future CAM 
conferences.  

 


