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Exhibit E1_2025 
CTM ME Fee Schedu

Venue Sourcing & Contracting

Event Planning Cost

Registration: Attendee & Housing Management Cost
CTM M&E’s team of Event Technologists streamline every step of your delegate’s 
journey through our comprehensive M&E products.  

Attendee Management: attendee communications (invitation, confirmation), special 
requests, m , cancellations, additions, session or activity management, 
registration type reporting and quality control and general assistance.  

Housing Management: managing hotel room blocks and reservations, rooming list 
management and contract compliance.

Group Size

<100                     $50 per attendee
101-300                $46 per attendee
301-500                $42 per attendee
501-1,000             $40 per attendee
1,000+                  Custom Priced

Registration website build, client provided copy and graphics (CTM M&E event 
technology platform) $175.00 per hour, minimum $4,375.00

Registration website build, custom design $250.00 per hour
Changes to live website $200.00 per hour



Rush Fee (content received within 14 days prior to launch) $500.00 per site 
Mobile app Custom priced based on scope 
Badge On Demand Custom priced based on scope

Pre-Printed Badges Custom priced based on scope 

Event Tech Suite Consulting Cost 
Cvent to Concur integration consulting 

$200.00 per hour 

Event technology consultation, diagnostic of use case, request for proposal 
development and sourcing  
Registration template development or registration consultations
Event technology workflow consulting 
Mobile App consultation 

Meeting Request Form (MRF) development

API consultations and implementations (GDS, event technology) 
Strategic Meetings Management  Cost 
Full-service meetings optimization planning which may include: 

$200.00 per hour 

 

Diagnostics of current meeting portfolio, stakeholder engagement, hotel buying 
trends, approval vendors, workflow, approval process, payments/procurement/legal 
policies 
Meetings policy and/or SOP  
Designated and dedicated staffing models available, priced upon request 
Monthly or ad hoc consultative services, account maintenance for compliance  
Analytics and insights development and management 

Transaction Fees (charged at Point of Sale) Cost per Transaction 
TravelQuote – domestic $35.00 
TravelQuote – international** $45.00 
Agent Assist – domestic $55.00 
Agent Assist – international** $65.00 
All other international destinations regardless of booking type $75.00 



On-site/Off-site Staffing – 30-day advanced notice required  
Flight Monitoring Technology Included 
Off-site support: Outside of business hours on travel dates (Rush fee applies within 
30 days) ** 

$150.00 per agent per hour 

On-site Group Air Support (8 hours maximum)  
CTM M&E staffing ratio to be mutually agreed upon.  General recommendation for 
planning is 1 CTM M&E employee to every 75-100 attendees and group air is 1 CTM 
M&E employee to every 150-200 attendees. 

$650.00 per person per day plus 
expenses.  $125.00 per hour for each 
additional hour.  Daily F&B per diem 
$100 domestic / $120 international 

 

 
 

Ancillary Fees Cost 
Event Air Designer – point of contact assigned to each group Assigned 
Group Track A/D manifests and/or Financial Reports 
Fee does not apply to the post-program reconciliation report. 

Client self-serve. If CTM M&E generates 
the reports the cost is $25.00 per report 

set. 
TravelQuote site build $375.00 per site
Itinerary manually added to Group Track A/D manifests Client self-serve 
Itinerary added to Group Track by CTM M&E $125 up to 30 PNRs
Exchanges See Transaction Fees 
Voids $0.00 
Refunds See Transaction Fees 
Ticket cancellations $25.00 
Split form of payments $25.00 
Seat assignments outside of GDS or paid for seats within GDS $10.00 per seat 
Approval management $10.00 per approval 
Non-GDS bookings (i.e. Frontier) $10 per PNR plus Transaction Fee
US Rail (Amtrak) $55
International Rail $65
Maximum capacity per flight management (If managed by CTM M&E) Add $10.00 to Transaction Fees 
Certificate bookings $100.00 
Emergency Services calls – travel within 72 hours $40.00 
Emergency Services calls – travel outside of 72 hours $60.00 
Ad hoc requests, i.e., airfare study, lift analysis, research, custom reports, 
ancillary project management, etc. 

$125.00 per hour 

Block space management $250 per contract + transaction fees 
Charter aircraft Custom priced 
Cybercharges/bulk cybercharges 5% plus $125.00 per hour 
Program cancellation after group set-up, before transactions begin $500.00 
Program delays and early launches after agreed upon date – to be determined 5 
days in advance of launch 

$1,000 per day 

Implementation  
New Account implementation Up to 3 hours included. 

$150.00 per hour over 3 hours 
Set-up of PNR integration with registration technology $150.00 per hour 


