	Project Assignment Document

	Date:
	January 3, 2006

	Project:
	Whitewater Teams Seminar

January 17-20, 2006

Houston, TX 

	Description:
	Whitewater Strategies (WWS) will work in conjunction with River Consulting (RC) to Sponsor and Host a Whitewater Teams Seminar at the Marriott Courtyard Galleria, Houston, TX on January 17-20, 2006.


Scope of Services:

Scope of Services for WWS will be as follows: 

· WWS will work with RC to develop marketing collateral for the seminar in the form of brochures, direct mail pieces, press releases, web sites, and other forms of communication to help promote the event. 

· WWS will provide content and other subject matter for the seminar in the form of written materials, slide presentations, handouts, etc. as necessary for the presentation and execution of the seminar. 

· WWS will provide an individual (Kim Simmons) to act as the Lead Facilitator for the event. 

· WWS will coordinate and help secure the services of additional facilitators for the event as required. 

· WWS and any additional facilitators will cooperate in the marketing of the event by forwarding marketing material to prospective attendees, or by providing names of prospective attendees to RC for marketing purposes. 

· WWS will be responsible for the establishment, oversight, and execution of all of the educational/instructive seminar agendas and activities during the event. 

· WWS will coordinate with and ensure that all facilitators attend the event and lead participants through the entire four day seminar. 

Scope of Services for RC will be as follows: 

· RC will work with WWS to develop marketing collateral for the seminar in the form of brochures, direct mail pieces, press releases, web sites, and other forms of communication to help promote the event. 

· RC will provide administrative services to produce and distribute marketing collateral to prospective attendees and other media outlets 

· RC will cooperate in the marketing of the event by forwarding marketing material to prospective attendees, and by developing a list of prospective attendees from internal mailing lists for marketing purposes. 

· RC will provide administrative services produce and assemble seminar materials, handouts, etc. based on content and subject matter provided to it by WWS. 

· RC will provide administrative services to reserve and secure hotel and meeting space for the event, and coordinate with all material and service suppliers for the event.

· RC will provide administrative services to receive and coordinate registration for the event from event participants, answer questions and queries concerning the event, and act as event coordinator.

· RC will provide financial backing for the event by paying for printing, mailing, and other administrative and advertising expenses, paying for hotel and seminar costs, and covering other up front cost for the event, 

· RC will provide accounting services for the event to include, accepting payments from event attendees, issuing payment to event suppliers and vendors, and keeping records of all event receivables and expenses.

· RC will provide administrative services during the event to coordinate with hotel and suppliers, and attend to administrative issues for event attendees.

Terms of Compensation:

Event Finances will be handled as follows:

Revenue: 

· Cost of the event will be $1,595.00 per attendee. This does NOT include meals, transportation, or lodging. Participants are responsible for their own meals, transportation, and lodging. Participants are required to stay at the hotel for the duration of the seminar. 

· If agreed to by WWS and RC, the team may choose to do any of the following: 

· provide price reductions for clients sending multiple attendees to a seminar

· provide complimentary seats to prospective attendees to encourage marketing of the seminars; 

· provide a finders fee to 3rd party consultants who refer attendees to the seminars,

· other alternate pricing strategies as they agree upon to help promote the seminars. 

· Employees of River Consulting will pay a reduced seminar fee of $800.00 per attendee. This fee may be waived by mutual agreement of RD and WWS.

Expenses: 

· WWS will provide facilitative leadership for the seminar and will be paid a lump sum fee of $4,000.00 plus expenses for each facilitator.  Seminars with 24 attendees or less will need two facilitators. 24 or more attendees will require three facilitators. 

· Hotel/meeting room rental fees will be billed to the event. 

· The event will provide Continental breakfast and mid-morning and mid-afternoon snacks for participants. 

· The event will pay for printing and binding costs associated with the preparation of handouts and other event material. 

· Costs for labor for administrative services provided by RC will be billed to the event.. Time for the services of a Marketing Director will be billed at $40.00/hr. Time for clerical and general administrative services will be billed at $20.00/hr. 

· Event expenses may also include additional expenses related to travel, trips, or other promotional activities specifically intended to promote the seminar to prospective attendees. These activities will be agreed upon by WWS and RC prior to the expenditure. 

Seminar Earnings: 

Seminar earnings will be determined after the receipt of invoices from all event suppliers and vendors (approximately one month after completion of the event). Earnings will be calculated by totaling income from participant fees, then subtracting seminar expenses. Positive earnings will be divide %50/%50 between WWS and RC. Seminar losses will be assumed by RC. 
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