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2017 ANNUAL CONFERENCE AND TRADE SHOW
Shaw Centre, Ottawa, ON

June 1 – 4, 2017

Terms and Conditions for Delegates and Companions

Conference Code of Conduct
The Federation of Canadian Municipalities is committed to the highest standard of respect and dignity at each one of its events.
All delegates, speakers, sponsors and volunteers at the 2017 Annual Conference and Trade Show must comply with FCM’s Code
of Conduct. The code mandates that attendees conduct themselves in a safe and welcoming manner—free from harassment or
discrimination. This core ethical standard applies to all facets of the conference, including social events, study tours, workshops,
plenaries, political meetings and social gatherings where delegates are in attendance.

FCM does not tolerate harassment of any kind. Should you be subject to—or witness any—inappropriate behaviour, please
notify registration staff. Anyone found to be acting in such a manner will have their registration revoked and asked to leave the
premises immediately.

Early-bird registration
Early-bird registration ends April 14, 2017 (11:59 p.m. EDT).

Payments
Registration fees must be paid in full to gain access to the event. You may pay by credit card (VISA, MasterCard or American
Express), by cheque or by cash. We strongly recommend that you pay your registration fees prior to the event to avoid long
lineups on site.

Carbon Offset Fees
In keeping with FCM’s efforts to reduce the environmental impact of its events, all registrations automatically include an
optional carbon offset fee to offset greenhouse gas (GHG) emissions from air travel to the conference. The fee is calculated
based on a return flight from the most populous city in your province to Ottawa. 100% of this fee will be paid to Carbonzero
and invested in a Canadian project that permanently retires GHG emissions. The fee is optional and if you wish to opt out from
participating, simply select “Remove from Cart” next to the carbon offset fee in your shopping cart when confirming
registration.

Taxes
The Canada Revenue Agency (CRA) has determined that the legal status of FCM must change from charitable to not-for-
profit. This change in legal status results in taxable registration fees for FCM conferences. In keeping with not-for-profit
regulations, registration fees are taxed based on the location where the conference is held. In 2017, the conference is being
held in Ontario and the applicable 13% is being applied. Each municipality is entitled to claim the applicable input tax credit
(ITC).

Cancellations
If you need to cancel or change your registration for the FCM 2017 Annual Conference and Trade Show, you must do so in
writing by sending us an email, or contacting us by fax or mail (see below). Cancellation requests will NOT be accepted by any
other means.

Cancellation fees will be applied to conference registration, companion tours and social events.

Refund schedule and policy
The amount of your refund will depend on when we receive your notice of cancellation. Please consult this schedule for refund
amounts:
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Notice of cancellation received by: Refund:
March 24, 2017 (11:59 p.m. EDT) 100 per cent
Between March 25 and April 21, 2017 (11:59 p.m. EDT) 50 per cent
On and after April 22, 2017 No refund

For cancellations received by April 22, 2017, refunds will be credited to you by cheque or to the original credit card used for
payment. The following information will appear on the credit card statement once the refund is completed: FCM-FED CND
MUN.

After April 22, 2017, refunds will only be considered for medical or personal emergencies only. Please send us an email to
request a refund due to an emergency. For medical emergencies, you must attach a letter from your doctor. The deadline to
submit these requests is June 16, 2017.

We do not issue a refund or credit for portions of the conference which you did not attend. Delegates who do not attend meals
or social events included in the registration fee will not receive a refund equivalent to the cost of the event, even if they were
not in attendance for this portion of the conference. Social event tickets are non-refundable and non-transferable.

Substitutions
Registration for the 2017 Annual Conference and Trade Show cannot be shared between two or more participants. Only one
individual can be registered under a single registration, for the duration of the conference. However, delegates may nominate
another person from their organization to attend in their place, up to 24 hours before the start of the event. Please send us an
email to request a substitution. If a registered delegate is unable to find a substitute to take his or her place, the cancellation
policy applies.

Registration Confirmation
An email confirmation will be sent once registration has been completed online. You will also receive a copy of your
registration information by email at least seven days before the event. From your account in the new FCM portal, you will be
able to update your profile, modify your registration, register a companion, and print a copy of your registration invoice.

Voting device
All voting delegates will receive a voting device with their registration badge. It is essential that all voting devices be returned to
the registration desk at the close of the conference, otherwise a replacement fee of $50 will be automatically invoiced for each
missing device.  If you are registering on behalf of someone, it is your responsibility to share this information with the delegate
that will be onsite.

Child Minding Services
Delegates will be able to take advantage of child minding services that will be provided, for the first time, at the 2017 Annual
Conference and Trade Show. To take advantage of the services, delegates will be asked to register as part of the conference
registration process.  A modest fee will be charged for the 3-day conference or on a daily basis.  FCM staff will follow up with
delegates who have registered for the services to complete all appropriate forms as needed by the Child Minding Services
provider. Please send us an email should you have any questions.

Cancellations of Child Minding Services
If you need to cancel your Child Minding Services for the FCM 2017 Annual Conference and Trade Show, you must do
so in writing by sending us an email, or contacting us by fax or mail (see below). Cancellation requests will NOT be
accepted by any other means.

Notice of cancellation received by: Refund:
Before May 1, 2017 100 per cent
On and after May 2, 2017 No refund

Refunds will be credited to you by cheque or to the original credit card used for payment. The following information
will appear on the credit card statement once the refund is completed: FCM-FED CND MUN. After May 1, 2017,
refunds will only be considered for medical or personal emergencies only. Please send us an email to request a refund
due to an emergency - you must attach a letter from your doctor.  The deadline to submit these requests is June 16,
2017.
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Program
FCM reserves the right to make changes to the 2017 Annual Conference and Trade Show program at any time.

Disclaimer
Registration for study tours, social events and companion tours is limited and will be allocated on a first-come, first-served
basis. FCM reserves the right to cancel tours, programs or events due to insufficient registration or any other reason. FCM is not
responsible for cancellation charges applied by hotels, airlines or travel agencies, or other losses incurred due to cancellation of
tours, programs or events.

Photography / Videos
FCM may take photographs and videos of delegates attending the 2017 Annual Conference and Trade Show. These
photographs and/or videos may be used in the marketing and promotion of future FCM events, and also on FCM’s social media
channels. They will not be distributed to third parties.

Information
Your contact information will be provided to exhibitors if they scan your badge during the trade show hours.

If you have any questions about these Terms and Conditions, please contact:

FCM Conference Registration
24 Clarence Street, Ottawa, ON, K1N 5P3
register@fcm.ca | T: 613-907-6212 | F: 613-244-1500


