[image: image1.jpg]CARIBBEAN
HOTEL & TOURISM
ASSOCIATION

CARIBBEAN HOTEL & TOURISM
INVESTMENT CONFERENCE

May 4 -6,2010 | Puerto Rico Convention Center

Caribbean Tourism’s Official Investment Conference
PRESENTED BY CARIBBEAN HOTEL & TOURISM ASSOCIATION AND CARIBBEAN TOURISM ORGANIZATION





One-On-One Appointment Guidelines and Information

Registration categories are divided into two main groups:
Partner  





Project
Architect/Planner




Developer

Construction





Hotel/Management Company

Financial





Tourism Product

Investor/Owner




Government

Lender

Professional Advisor
Real Estate/Mortgage Intermediary
Appointment requests will be scheduled as follows:


Perfect matches – a mutual Project and Partner request 


Project only requests for Partner


Partner only requests for Projects

The system schedules the request based on the order the appointment requests are listed.  It is therefore important to prioritize your requests for appointments based on your interest and not based on their alphabetical listing.

How much time is each appointment?  How many appointment periods are available?
Each appointment is scheduled for 15 minutes with 5 minutes to move.  There are 17 appointment periods within the program; some of them are concurrent to conference sessions and you would have to determine when requesting the appointments which periods you want block and have available for sessions.
What is the Passport?

The Passport is an Electronic Delegate Directory which provides an easy and convenient way for all appointment taking delegates to view registered companies with appointment taking delegates to date and select those with whom they would like to make appointments. It also helps with the networking prior to the event.  

The Passport/Electronic Delegate Directory is updated constantly as it is linked to the registration data and will be available for viewing continuously throughout the registration period and up to one month after the event.

The Passport can be accessed on the CHTA website at www.caribbeanhotelandtourism.com by clicking on the CHTIC header under the tab Passport.  

The directory is available for viewing by all appointment taking delegates. You only need your delegate number and password, which will be emailed to you once the registration process is completed.   
How to search on the Electronic Directory?

Using the Electronic Directory, you can perform two types of searches:

         General searches of all companies registered for the event;

         Detailed searches using registration-type specific marketing questions

Please note that the directory will only reflect appointment taking delegates.

Performing General Searches

1. Enter search criteria in any of the following fields in order to search all companies registered for this event, regardless of their registration type:

a. Company Name

b. City

c. State

d. Country

e. Delegate First Name

f. Delegate Last Name

2. In the Registration Type field, use the default “Any” 

3. Click EXECUTE SEARCH. The Search Results page will return all companies registered for this event that meet the search criteria entered. 

4. On the Search Results page, click on a Company Name to view that company’s marketing profile. 

Performing Detailed Searches

1. Select the Registration Type

2. Select the marketing question(s) for the criteria that you wish to view

3. Click EXECUTE SEARCH. The Search Results page will return all companies registered for this event that meet the search criteria entered. 

4. On the Search Results page, click on a Company Name to view that company’s marketing profile. 
When can I request appointments?

The passport which provides access to request appointments will open on February 12th.  All appointment taking delegates will receive a notification when the passport is available.  The deadline to submit pre-scheduled appointment requests is April 23rd.  After this date the requests are scheduled.
How can I schedule additional appointments after the requests are scheduled?

Additional appointments can be scheduled via the Message Center on the passport or on-site at CHTIC.  The message center looks similar to the passport, however it allows appointment taking delegates to communicate via email communication through the message center.  It also provides direct access to your confirmed appointment schedule giving you the ability to cancelling, adding or changing appointments.
What happens after the appointments are scheduled?

Once the appointments are scheduled, the appointment taking delegate will receive a notification to view the schedule online.  The schedule will list all appointments by date and time.  You will also receive a prospect list which lists all appointments not scheduled from:

a) Companies you requested to see but for whom there was no common time for the computer to schedule the appointment;
b) Partner only requests for Project companies – the Project did not request to see that Partner.
Prospect lists will be accessible on the website to all appointment taking delegates prior to CHTIC to permit direct follow up.  You should contact these companies to entice them to meet with you.
All appointment taking delegates under the Partner category will be assigned a table number which will serve as the meeting location for your appointments.  Projects will be required to go to each Partner table for the meetings.

How to Request Appointments via the Internet?

To request appointments via the internet, simply log on to the CHTA website at www.caribbeanhotelandtourism.com, click on the CHTIC heading and then go to the tab Passport.  

You must be registered as an appointment-taking delegate, and have your delegate ID and password, which will be emailed to you in advance. 

The first page you come to will display information that we have gathered on your company. By selecting "Next" a page will be displayed with the following Menu options in the form of Passport Stamps.
 
· "View Request List" - This allows you to view all appointment requests that you have submitted. 
· "View who has requested you" - You can see which companies have requested an appointment with your company. 
· "Online Directory" - This selection allows you to search for companies by different categories as well as display their profiles. 
Follow the simple steps for selecting your appointments and submit. It is quick, easy, and accurate!
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