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Convention/Annual General Meeting (AGM) 
 

The COPA Convention/Annual General Meeting (AGM) is a great way for aviators from 
across the country to gather and share their common interests. It also presents an 
opportunity for COPA members to gain an insight into the running of the Association and 
its future as well as an opportunity to interface directly with the COPA Board of Directors 
and Management Staff.  

 

It is also a great opportunity for local flights or associations to gain exposure and 
showcase their locality or their airport.  It also represents a substantial influx of money for 
the area, makes great local news and may attract more people to aviation.  In some 
cases, it may even mend some fences with local authorities who may not be too GA-
friendly.  A Convention/AGM is also a good occasion for COPA to raise extra funds, to 
the benefit of all of its members across the country. 

Name:  The proper nomenclature for the event is “COPA YYYY Name of venue 
Convention”.  For example, “COPA 2016 Yarmouth Convention”. 

 
No convention under the name of COPA or using the name of COPA can be held without 
approval and oversight from the National Office. 

The COPA National Office will share the work of operational and financial planning along 
with the local organizers.  Since COPA is ultimately responsible for all that occurs under 
its banner (liability, financial engagements, etc.) it is under the National Office’s 
supervision that the coordination and decisions shall be made. Roles and responsibility 
details are given below.  

 
Financial planning should be done in such a way as to never incur a loss.  Break-even is 
the minimum attainable.  A mutually agreeable profit sharing model between COPA 
National and the host flight will be developed during the financial planning process.  

Timing 

The COPA Convention is held in late spring ideally between May 1 and June 30, 
excluding the May long weekend, Mother’s day and Father’s day weekends. It will 
normally be held on a Saturday but may be held on a different day under special 
circumstances.  

Location 

The Board of Directors of COPA has chosen to take advantage of the legislative 
requirement to hold an Annual General Meeting (AGM) to travel throughout Canada in 
order to have personal interaction with members. They also schedule one of their Board 
meetings to coincide with the Convention and AGM. The Convention is held on an 
East/West annual rotation with the division being the Ontario/Manitoba border. The 
Convention is held in eastern Canada in even-numbered years and western Canada in 
odd-numbered years. COPA Flights interested in hosting a convention are requested to 
submit a proposal to COPA HQ. See page 10 of this Guide.   
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Organization 
Any local COPA Flight or group of people may volunteer or be invited to hold the 
Convention/AGM.  There are no pre-requisites, other than having a safe and suitable 
venue where this can be held, and a pool of willing volunteers. The project starts with the 
National Office initiating the kick-off meeting, with all the stakeholders.   
 
The success of the event rests upon proper coordination and communications between 
the National Office and local organizers.  A communication plan should be established as 
early as possible in the planning process.  
 
 

Sample Roles and Responsibilities 
Roles and responsibilities of each group may be, but not limited to, the following:  
 
The overall responsibility of the event, convention and AGM, rests with the COPA 
National Office. 
 
The operational success relies on the local and regional work done by the host Flight or 
group, who will be doing the vast majority of the fieldwork. 
 

Sample COPA Roles 

 Registration and Revenue  

 Budget Preparation & planning and approval  

 Contract signing  

 Payment of all invoices  

 Sponsorship/Exhibit Sales  

 Seminar development  

 Awards Presentation 

  

Sample Host Flight Roles 

 Provide volunteers 

 Budget Preparation & planning 

 Develop local tours 

 Invite and work with local media as required 

 Invite local elected officials and VIPs 

 Find local companies for sponsorship/exhibitor opportunities 

 Local venue logistics 

 Arrange transportation between events and venues 

 Local airport use logistics 

 Arrange for under the wing camping 
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Sample Schedule  

(* means required event) 

Thursday  Location 

Afternoon Staff arrive/meet with host 
committee  

Hotel or Airport 

6:00 pm on Board evening Hospitality Suite 

Friday         

10:00 am – 8:00 pm Registration Registration Desk 

12:00 – 4:00 pm Display area open Airport 

2 pm – 4:00 pm Seminars/Optional Tour Airport 

6:00 pm - 9:00 pm  Meet-N-Greet Event Airport 

Saturday   

8:00 am – noon Registration Registration Desk 

8:00 am – 5:00 pm Display area open Airport 

9:00 am – 10:30 am Seminars Airport 

10:30 am – 12:00 
pm 

*Annual General Meeting Airport  

12:00 pm – 1:30 pm * Awards presentation or 
luncheon  

Airport 

1:30 pm – 3:00 pm Seminars/Optional Tour Airport 

6:00 pm – 9:00 pm Banquet Airport/Hotel 

Sunday   

8:00 am – 9:30 am Fly-in Breakfast (optional) Airport 

 
 
Seminars: These may be presented by Transport Canada, NAVCanada, aircraft 
insurance representatives, mountain flying, homebuilding specialists, ultralighters, COPA 
Staff, etc. Almost any subject of interest to recreational aviators would be well received. 
 
Spouses program: Many non-aviator spouses attend the convention with the COPA 
members and there needs to be an alternative program for them. This might consist of 
organized tours of local attractions, Flying Companions seminars, beaches, golf, etc.  
 

Registration 

Registration will be handled by COPA staff and registration fees will be determined by 
COPA based on budget figures.  Advertised registration fees shall be rounded off and 
taxes included. There may be different levels of registrations available – full event, 
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Saturday lunch only, seminars only, Saturday banquet.  There may also be different 
registration fee for non-COPA members who may wish to attend. 
 
The intent of the registration fee and sponsorship is to generate sufficient revenue to 
cover all expenses related to the Convention day events, attendee transportation to and 
from local accommodations, COPA staff travel and one complimentary registration for 
each of COPA National invited guests. (Approximately 30 guests are invited and typically 
5 - 10 accept). COPA National is responsible for the invitation list, which includes: 

 Local federal, provincial and municipal politicians 

 Federal and provincial government officials 

 Representatives from Canadian aviation associations 

 Representatives from AOPA and IAOPA 

 COPA partners 
 

Please note – the COPA National guest invitation includes the Saturday awards 
luncheon.  Depending on the optional activities planned, the invitation may also include 
the Friday meet and greet, but not the Saturday banquet.  The host Flight is welcome to 
extend a complimentary invitation to additional special guests, but any complimentary 
banquet ticket expense incurred is the responsibility of the host Flight. 
 
Trade Show 
A component of the Convention will be a trade show.  The trade show will be held 
indoors in a hangar and have space for up-to and including 40 sponsors.  COPA will 
send a sponsorship package to corporate members, companies who advertise in the 
COPA Flight newspaper and companies suggested by the local flight to solicit 
sponsorship for the event.  The Trade Show will be open to the general public. 
 
There will be different levels of sponsorship.  See the Sponsorship Agreement. 
 

Annual General Meeting 

Policy 13  

COPA Board of Directors policy 13 provides the direction, procedures and parameters for 
the AGM. This section is an expanded version of the current policy, providing guidance 
on the required components of the AGM and some tips on hosting a successful event. It 
also takes into account the requirement for COPA, as a registered not-for-profit 
association, to comply with the Canada Not-for-profit Corporations Act.  

Purpose 

COPA is required by law to hold an AGM once per year, before June 30.  All members 
are entitled to attend the AGM. Normally, non-members are also invited to attend but are 
not permitted to vote. Those unable to attend are invited to submit a proxy form to ensure 
that their vote is counted.  

The day before the AGM (usually the Friday): 

The Board will hold a one-day private meeting. The local group will recommend a facility 
and work with COPA HQ staff on arrangements if necessary. The facility should 
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accommodate 20 people in bedrooms, meeting room and a hospitality suite.  COPA 
National will be responsible for all logistics associated with the meeting. 

On the day of the AGM: 

Mandatory: 

AGM: 
A room large enough for 200 people, with audio and visual aids (A/V) for a PowerPoint 
presentation is needed.  
 
COPA HQ is responsible for developing the agenda, notifying members and collecting 
proxies. 
Duration 60 – 90 minutes  
 
COPA Awards (30-45 minutes): 
A COPA Awards presentation will follow the AGM. It can be incorporated into a luncheon 
or other function as desired by the host. A guest speaker for the luncheon is not required 
because of the length of the awards presentation. 
Awards duration 45 minutes 
 
COPA HQ prepares a slide show to highlight the COPA awards, presented by the Chair 
of the Awards Committee or the COPA President. The Neil J Armstrong Scholarships will 
be presented by Armstrong family member Trekker Armstrong at the evening banquet if 
one is planned or at the same time as the COPA awards, if there is no banquet.  
 

Planning Requirements 

Specific Requirements 

 A facility at the airport or a hotel that can accommodate at least 200 people for the 
AGM. The facility must have electricity for a computer and projector (supplied by 
COPA HQ), a projector screen large enough for the anticipated audience and sound 
system.  

 A tent shall not be used for the AGM. 

 Adequate washrooms or portable facilities and hygiene stations. 

 If an awards luncheon or dinner is planned, it should be a suitable location on site or 
within walking distance, to accommodate up to 400 people (depending on size of 
event). 

 Suitable location on the day before the Convention day for a Board of Directors 
Meeting for 20 people in a U shaped set-up. This may be held at a hosting hotel. 
COPA Staff will arrange for food and other support. 

 No security impediments so that attendees can mingle with the aircraft however 
adequate safety marshallers must be present to protect attendees and no engines 
running while attendees have access to aircraft parking.  

 Parking for up to 200 aircraft (depending on size of event). 
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 Activities should be held at the airport or within a very short walking distance. 

 Access to commercial airline connections within a reasonable distance is desirable. 

 Sponsorship - should be solicited for: Friday evening meet-n-greet, Saturday 
breakfast, coffee breaks, shuttle service. 

 Trade-show – aviation related business to setup a booth in exchange for a 
sponsorship. 

 The COPA Collection should be for sale on-site.  

 Accommodation – reasonable accommodation must be available close to airport and 
a provision made for shuttle vans. The advertising can list recommended 
hotels/motels and the pre-registration can include registering for shuttle service so 
there will be an indication of volume. A sponsor should be sought to cover part or all 
of the shuttle service. 

 On-airport camping is highly desirable. 

 
In order to focus the event on flying, the physical presence of aircraft and the ability of 
attendees to wander among the aircraft, is critical. To achieve this, airports having 
scheduled service must be avoided due to the stringent airside security regulations.  
 
Hosting Flights are to be requested three years ahead of the event, and the venue 
selected two years ahead. A local Director will be involved in the planning process to 
insure COPA rules are adhered to. A Convention Committee consisting of the COPA 
Manager of Administration, Manager of Finance and the VP Operations along with the 
Board member responsible for that area as well as local flight people should be struck 
every year. 

All promotion and activities must emphasize the “Convention” aspect of the event. 

Community Benefits: The annual COPA convention can be a real boon to a     
community.  Not only can it greatly raise the community’s awareness of its own airport, 
but the convention also brings a good deal of direct, tangible benefits to a community.  A 
well-organized convention will bring 650 COPA members and spouses and 200 aircraft. 
This can realistically translate into as much as $325,000 brought to the community over 
the three days. 
 

Checklist of plans and briefings 
These don’t all have to be done, but should at least be considered in the planning 
process: 
 

1. Seminar and special events plan 
2. Friday night event plan 
3. Saturday banquet plan 
4. Aircraft arrival and parking plan (consisting of a sterile area, signage, 

marshalling chocks & tie downs, grass cutting if necessary, groundhog holes, 
flooding drainage) 

5. Car parking plan (signage and delimitation barriers) 
6. Tradeshow signage and list of contacts (if applicable) 



 

 

- 8 - 

 

7. Maps and directions (ensure there is a clear map of venue) 
8. Site Plan (if applicable, garbage bins emptied regularly, bathrooms and hand 

wash stations) 
9. Spouse program plan 
10. Sponsorship plan (schedule and contacts) 
11. Transportation and shuttle bus schedules, proper signage (if applicable) 
12. Advertising plan 
13. Pre-registration and pricing plan 
14. Breakfast and lunches plan 
15. Volunteer plan 
16. Awards presentation plan 
17. Delegates bags plan 
18. COPA staff employment plan 
19. Budget (financial plan) 
20. Clothing sales plan (if applicable) 
21. Safety Plan (designated safety officer to check for safety issues, First Aid 

station or kits, Fire department & emergency vehicle access route & clearing 
team, night security, Ramp aircraft parking areas & aircraft marshalling, 
weather management plan - rain, flooding, thunderstorms and high winds) 

 
 
Do’s & Don’ts 
As per past experience the following is a list of recommended Do’s & Don’ts 
 

DO DON’T 

Have a Master of Ceremonies for all 
the events, especially a luncheon or 
banquet. 

Plan long prize draws, dancing, or 
entertainment after a Saturday 
Banquet. Attendees are hungry and 
tired. 

Have a plan in case of bad weather Use tents. We have seen flooding and 
high winds at events, creating 
dangerous situations. 

Have lots of signage, Parking, 
Washrooms, Meeting rooms, shuttle 
buses, etc… 

Assume people will know where to go 
based on a map in a program 

Have a Pocket agenda, including a 
Map and Emergency cellphone 
numbers for attendees 

Assume crowds and weather will 
always be accommodating 

Cellphone communication & a list of 
responsible contacts for organizers 

Assume people will “figure it out” 

Short speeches Have any speeches in addition to 
awards presentations 

Advise ATC, Police, Fire Dept & 
Ambulance 

Panic. 

Ensure all venues are safe, with no 
stakes or cables that may cause injury. 

Assume aircraft owners will bring tie 
downs 
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Proposal to Host COPA Convention/Annual General Meeting (AGM) 

Proposed Date:  

Host City:  

Host Airport:  

Host Flight:   

Contact Name:  

Address:  

City/Province/Postal Code:  

Telephone:  

Email:  

COPA Director in support of proposal:  

Information to include with proposal: 

 Written proposal of why COPA should choose your group to host the 
Convention/Annual General Meeting (AGM). 

 Outline of the event, including information on proposed additional activities. (e.g. 
tours, etc.) 

 Description of the airport, including distance to the nearest airport with airline 
service. 

 Description of the on-site meeting and other event support facilities. 

 Description of accommodations, including camping, in the area. 
 

Please submit your proposal to: 
Heather McLaren 

Canadian Owners and Pilots Association 
75 Albert Street, Suite 903 

Ottawa, ON K1P 5E7 
Questions?  

(613) 236-4901 ext 110 
hmclaren@copanational.org  

mailto:hmclaren@copanational.org
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APPENDIX A 

 
Policy 13 COPA AGM    
 
The purpose of this policy is to provide guidelines, procedures and parameters relating to 
the COPA Annual General Meeting. The AGM is a corporate requirement under the 
Canada Not-for-profit Corporations Act.  

In order to provide an opportunity for COPA members from across the country to have an 
opportunity to interact with the COPA Board, COPA will solicit expressions of interest 
from COPA Flights to host the AGM.  The COPA AGM may be held in conjunction with a 
Convention, Rust Remover or other aviation event. 

13.1 The COPA AGM will be held between May 1 and June 30 on a date that 
best accommodates the host Flight, excluding Father’s Day weekend.  
 
13.2 The COPA AGM will normally be held on a Saturday but may be held on a 
different day under special circumstances. 
 
13.3 COPA Flights will be invited to host the event on an East/West annual 
rotation with the division being the Ontario/Manitoba border. 

 
13.4 Components of the event are: 

13.4.1 Essential 
13.4.1.1 COPA’s Annual General Meeting 
13.4.1.2 COPA Awards ceremony 

13.4.2 Optional 
13.4.2.1 Safety or technical seminars 
13.4.2.2 Aviation related airport activities 
13.4.2.3 Evening-before meet and greet activity 
13.4.2.4 Breakfast and/or Lunch 

 
13.5 Planning principles 

13.5.1 Planning must be coordinated with and approved by COPA 
National Office.   
13.5.2 A location for a regular COPA Board Meeting must be available on 
the day prior to the AGM.  

13.5.2.1 COPA staff will be responsible for the organization of the 
COPA Board meeting. 

13.6 Location Selection 
13.6.1 The location of the AGM shall be selected by the staff as proposals 
are received from volunteer groups. In the process of researching proposed 
locations the advice of the Director(s) from the affected region will be 
sought. 


