
 

 

Guidelines for Advisory Committees of the CTC 

Required Action: For the review and approval of the Board of Directors. 
 

The Board may, from time to time, by resolution, create advisory committees to advise it 
on how best to deliver its programs and services.  These committees play an important 
role in linking CTC to the tourism industry.  They must be composed of a majority of 
tourism private sector representatives. The Board may, by resolution, dissolve its 
advisory committees.   

Advisory Committee Roles and Responsibilities 

The committees take their direction from the Board (strategic directions) and report to 
both the Board and the CEO.  In consultation with the industry, the committees and the 
staff develop annual and multi-year strategic plans consistent with the Board’s strategic 
direction for each program area.  Once the strategies are developed, they are presented 
to the Board for final approval.  Twice a year, the Chairs must provide the Board with a 
report on the work of their committees. The Chairs also participate in the Board Annual 
Strategic Planning Meetings. 

The advisory committees are mainly responsible for providing expert industry advice to 
the Board and the CEO. 

Structure of Advisory Committees:  

Chairperson  

The Board designates a chairperson for each committee established.  As soon as the 
Chairperson’s seat becomes vacant, Board members and CTC management are 
provided with an opportunity to suggest candidates for the position. Chairpersons are 
appointed by the Board. 

Members 

The Committee Chairperson designates members of each committee based on 
guidelines established by the Board.  Board directors cannot be members of advisory 
committees.  Unless otherwise provided, each committee must consist of not fewer than 
ten (10) and not more than fifteen (15) members, including the chairperson of the 
committee.   

Proceedings 

Each committee determines its procedures and keeps a record of all proceedings. 

Guidelines 

The Governance and Nominating Committee recommends guidelines to the Board 
regarding the membership, mandates and reporting responsibilities of the advisory 
committees. 
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The Board has established the following five advisory committees: 

 Core Markets 

 Emerging Markets 

 Meetings, Conventions & Incentive Travel 

 Research 

 Brand Experiences 

 

Main Committees 

Number of Meetings  

Advisory committees must meet at least twice a year in person. Meetings are scheduled 
to support the CTC’s annual strategic planning cycle and are generally held in the spring 
and early fall. Requests for advice and input can occur on an ad hoc basis and may 
necessitate conference calls. 

Quorum  

The majority of the members must agree with the recommendations to be submitted to 
the Board or the CEO for their consideration. 

Support and Resources  

Each advisory committee is assigned a non-voting CTC staff member (senior staff).  
That person undertakes the management of program delivery as approved by the CTC 
Board, based on plans developed by the advisory committee and management. 

Committee Chairs: 

Chair profile  

A committee chair should be a private sector senior executive working directly in the 
tourism industry. 

Term of office  

Chairs are appointed by the Board to hold office for a period of three years. 

Re-appointment  

A committee chair is eligible to be re-appointed in the same or another capacity. 

Vice Chair  

Each committee chair should appoint a vice-chair to perform the function of the chair if 
she or he is incapacitated or the position is vacant.  If the chair is absent or incapacitated 



 

 3 

or if the position is vacant, the vice-chair can exercise the powers and perform the duties 
and functions of the chair until the appointment of a new chair. 

Meetings of Committee Chairs 

The CEO may, when necessary, hold meetings with the advisory committee chairs to 
seek advice on CTC strategies or approaches. 

Reimbursement of Travel Expenses for Committee Chairs  

Committee Chairs are entitled to reimbursement of travel and related expenses at the 
rates set out in the Travel Expense Policy for Board Members and Committee Chairs, 
established by the CTC Audit and Pension Committee. 

Approval of Travel Plans  

Committee Chairs must obtain approval for their travel plans from the President before 
travelling on CTC business outside of regular committee or Board meetings. 

Committee Chairs must inform the President before combining personal and CTC 
business. 

Membership 

Member Profile 

Committee members should have work experience, competencies, skills and expertise 
relevant to the committee’s mandate.   

In addition to knowledge, skills and specific competencies relating to their 
committee, members must be strategic thinkers, have good analytical acumen 
and possess appropriate personal attributes. These include integrity and high 
ethical standards, sound judgment, an ability and willingness to collaborate as a 
team and to question conventional assumptions, strong interpersonal skills, and 
a high level of commitment to the organization and its success. Each member 
should have something important to contribute and should be able to function 
well in a group of equals. 

 
Membership of each respective committee must when possible include industry 
representation from across Canada and reflect a reasonable balance of representation 
from relevant tourism sub-sectors, destination marketing organizations, retail travel, non-
traditional businesses, provincial / territorial / federal agencies, SMEs, as well as 
regional representation. 

Term of Office  

Members are appointed for a period of three years by the chair.  In consultation with the 
vice-chair, terms may be extended up to a maximum of 3 terms. 
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Substitution or observers 

No substitution of members, proxy or observers are allowed. Experts may be invited to 
meetings, as appropriate, on an ad-hoc basis to further contribute to specific agenda 
items. 
 

Attendance  

Members who do not attend two consecutive meetings may be requested to resign.   

Travel expenses  

Membership on all advisory committees is voluntary and committee members are not 
paid for their time. Committee chairs in consultation with CTC Senior Management, if 
necessary, may offer reimbursement for members’ direct travel expenses to attend CTC 
committee or board meetings, or to attend industry meetings on behalf of the CTC. 

Process for Nominations 

Members of the industry wishing to serve on a CTC Advisory Committee should indicate 
their interest to a CTC executive or the Corporate Secretary by sending a curriculum 
vitae describing experience, skills and competencies relevant to the committees, a 
description of their organization and indicating their area of interest.  

Committee chairs may also seek out candidates from the industry.  The committee 
chairs in consultation with the VP responsible for the program (s) appoint new members 
after determining that the candidate meets the criteria described above.   

Chairs will, at their semi-annual meetings, discuss the candidature of  applicants with 
members of their committee.  

Succession Plan for Membership 

The Governance and Nominating Committee of the Board will review on a regular basis 
the advisory committee structure and membership issues based on input from advisory 
committee chairs, vice-chairs and staff and report back to the Board.  The Governance 
and Nominating Committee will also review and make recommendations to the Board 
regarding renewing the terms of advisory committee chairs. 

Upon appointment, new committee members and chairs will receive training on the 
mandate and activities of the Board, committees and the Canadian Tourism 
Commission. 

If any committee member has concerns with the performance of any other committee 
member, including a committee chair, he/she should advise the Governance and 
Nominating Committee Chair or the Corporate Secretary of the Board.  The Governance 
and Nominating Committee will then investigate the matter, make a decision and take 
any appropriate action. 

If a committee member resigns from a committee, he/she should notify the Committee 
Chair in writing. 
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Sub-Committees 

Chairs may from time to time, after consultation with CTC Senior Management and the 
Governance and Nominating Committee, by resolution, create sub-committees to help 
the main committees carry out their mandate.  Each sub-committee may be composed 
of a minimum of five (5) and a maximum of ten (10) industry members (committee 
members and other persons). 

The Chair of the sub-committee should serve on the main committee. 

Task Forces 

Chairs may from time to time, after consultation with CTC Senior Management and the 
Governance and Nominating Committee, by resolution, create task forces for a 
maximum period of two years to address specific issues, develop strategies or 
programs.  Each task force may be composed of a minimum of five (5) and a maximum 
of ten (10) industry members (committee members and other persons). 

In-Market Committees 

Each program that operates outside Canada must have in-market committees 
composed of in-market industry experts with the mandate to advise the main committee, 
through the managing directors.   

 
Updated June 17, 2011
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Appendix I 

 
 

Terms of Reference of Advisory Committees 
 
 

1. Marketing Advisory Committees (Core and Emerging markets) 
 

Mandate:  

 
To ensure alignment and support to the Canadian Tourism Commission (CTC), the 
mandate of the CTC’s Core Markets Advisory Committee and Emerging markets 
Advisory Committee (“the marketing committees”) is to provide strategic advice to the 
CTC Board and CTC Management.  

 
Roles and Responsibilities 
 
The marketing advisory committees are responsible for providing expert industry advice 
to the Board and the CEO. 

Areas of focus for the marketing committees are: 

1. Foster discussion on matters of strategic sales and marketing importance 
pertaining to the Core and Emerging Markets to aid management direction 
setting and Board decision making. 

2. Provide a link to industry and coalesce an industry voice in the development of 
the CTC’s market goals and objectives. 

3. Review output from Return on Investment Model and other decision making tools 
used by management, and advise on market changes  and investment. 

4. Act as a sounding board to CTC Management in optimizing performance of in-
market sales and marketing programmes. 

5. Act as ambassadors and positive force in fostering industry understanding of 
CTC objectives, priorities and activities. 

 
Member Composition Profile 

Taking into consideration the stated CTC Marketing Advisory Committees’ mandate, to 
adequately fulfill their advisory role, members of the CTC marketing committees are: 

 In a  Senior Management or Executive role  - minimum director level, with 
financial and commercial planning accountabilities to their organisation  
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 From the tourism industry, and/or regions, and/or academe (balance 
representation), with work experience, competencies, skills and expertise 
relevant to the committees’ mandate.   

More specifically, Marketing Advisory members will reflect a cross section of the 
following core attribute, competencies and experience:  

 Dynamic and energetic, with stature, influence in the industry; 

 Global awareness of tourism marketing issues; 

 Strategic marketing and planning skills; 

 Strong user of strategic market intelligence; 

 Visionary and significant international or in-market experience 

 Independent informed judgment serving the interests of the CTC; 

 Desire to contribute to the CTC’s objects in a meaningful way; 

 Strong oral communication and listening skills, capable of speaking out and 
challenging; 

 Willingness to promote CTC understanding among professional networks 

 Ability to work as part of a group - persuasive, assertive and flexible; 

 High ethical standards and integrity, willing to commit time and effort; 
 

 
2. International MC&IT Advisory Committee 

 
Mandate 

 
To ensure alignment between the strategies of the MC&IT unit/partners and the 
Canadian Tourism Commission, the mandate of the International MC&IT Advisory 
Committee is to provide strategic advice to the CTC Board and Management on MC&IT 
strategic issues advanced by the CTC’s board, CTC Management and/or identified by 
the committee itself. 
 
Roles and Responsibilities 
 
The International MC&IT Advisory Committee is mainly responsible for providing expert 

industry advice to the MC&IT business unit, the Board and the CEO. Its main focus is to 

conduct strategic planning meetings twice per year to reflect on strategic MC&IT industry 
issues as well as advise on the direction of the CTC MC&IT program. 
 
The CTC International MC&IT Advisory Committee consults with the Canadian MC&IT 
tourism industry via the Committee members. More specifically the Committee:  
 

 Fosters discussion on matters of strategic importance to aid the Board and CTC 

management in decision-making 

 Provides industry perspective during the CTC’s development of its corporate 

priorities and objectives to meet its mandate 

 Reviews management proposals on new market entry and provides 

recommendations to the Board 
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 Provides industry perspective to the CTC’s development of annual market 

investments 

 Acts as a sounding board for CTC management in the development of sales and 

marketing programs that align with industry business objectives and capitalize on 

market opportunity 

 Acts as Ambassador and positive force in fostering industry understanding and 

support of CTC activities 

 
Member Composition Profile 
 
Taking into consideration the stated MC&IT Advisory Committee mandate, to adequately 
fulfill their advisory role, members of the committee are: 
 

 In a Senior  MC&IT (Executive) role – minimum Director level with at least 5 

years experience in that position 

 From the MC&IT sector with work experience, competencies, skills and expertise 

relevant to the committee’s mandate. 

More specifically, committee members will reflect a cross-section of the following core 
attributes, competencies and experience: 

 global awareness of MC&IT tourism marketing issues 

 strategic marketing and planning skills 

 possess global sales experience 

 past service on industry committees i.e. PCMA, MPI etc. 

 active in industry associations and knowledgeable of their operation 

 solid understanding of partnership marketing 

 involvement in high level budgeting/market allocations 

 have goals/metrics attached to their current positions 

 dynamic and energetic, with stature and influence in the industry 

 independent informed judgment serving the interests of the CTC 

 strong oral communication and listening skills – capable of speaking out and 
challenging 

 ability to work as a part of a group – persuasive, assertive and flexible 

 high ethical standards and integrity – willing to commit time and effort 
 
 
 
 
 
3 Research Advisory Committee 
 
Mandate:  

 
To ensure alignment and support to the Canadian Tourism Commission, the mandate of 
the CTC’s Research Advisory Committee (CTC RAC) is to provide strategic advice to 
the CTC Board and CTC Management. In its advisory capacities, the CTC RAC reflects, 
debates and provide considerations on: 
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 Strategic issues that may impact and/or play a significant role on the current 
state of the Canadian tourism industry as well as its evolution;  
 

 Emerging strategic research needs/opportunities to better inform the decision 
making process and CTC’s Strategies;  
 

 The direction and priorities of CTC’s Strategic Research plan to ensure alignment 
with CTC’s broader strategic directions; 
 

 
Roles and Responsibilities 
 
The RAC is mainly responsible for providing expert advice to the Board and the CEO.  
Its main focus is to conduct strategic planning meetings to reflect on strategic issues as 
well as identify strategies directions of the research program.   
 
The CTC RAC consults with the Canadian tourism industry via the Committee members. 
More specifically the CTC RAC: 
 

 Responds to strategic issues directed by the Board and/or CTC Management; 

 Identifies strategic issues, whether challenges or opportunities, reflects and 
debates them and provides strategic considerations to CTC’s Board, CTC 
Management and other CTC Advisory Committees; 

 Develops and recommends to the CTC Board of Directors the annual strategic 
research plan for implementation through CTC’s Research Program; 

 Facilitates the research program of the CTC by conducting annual strategic issue 
identification and planning sessions within its meetings and via its members’ 
knowledge of and consultation with the various components of the Canadian 
tourism industry.  In the fall of each year, the outcomes of these sessions are 
considered in the development of the annual strategic research plan.  

 
 
 
 
 
Member Composition Profile 

Taking into consideration the stated CTC RAC mandate, to adequately fulfill their 
advisory role, members of the CTC RAC are: 

 In a  Senior ( Executive) role  - minimum Director level, with significant 
independent decision making and budget authority;  

 From the tourism industry, and/or regions, and/or academe (balance 
representation), with work experience, competencies, skills and expertise 
relevant to the committee’s mandate.   

More specifically, RAC members will reflect a cross section of the following core 
attribute, competencies and experience:  
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 Dynamic and energetic, with stature, influence in the industry; 

 Global awareness of tourism marketing issues; 

 Strategic marketing and planning skills; 

 Strong user of strategic market intelligence; 

 Visionary and capable of thinking outside the box; 

 Independent informed judgment serving the interests of the CTC; 

 Desire to contribute to the CTC’s objects in a meaningful way; 

 Strong oral communication and listening skills, capable of speaking out and 
challenging; 

 Ability to work as part of a group - persuasive, assertive and flexible; 

 High ethical standards and integrity, willing to commit time and effort; 
 

4 Brand Experiences Advisory Committee 
 

Mandate 
 
To foster strategic alignment between Canada’s tourism brand and industry’s 
experiential travel suppliers, the mandate of the Brand Experiences Advisory Committee 
(BEAC) is to represent industry voice and input, providing strategic advice the Canadian 
Tourism Commission’s (CTC) Board and Management on brand experience issues, as 
advanced by the CTC’s board, CTC Management and/or the committee itself. Its main 
focus will be to conduct strategic planning meetings twice per year to reflect on strategic 
Brand Experience industry issues, as well as advise on the direction of the CTC Brand 
Experience’s unit.  
 
Roles and Responsibilities 
 
The BEAC represents the Canadian experience suppliers in the tourism industry via the 
Committee members. Based on these consultations, Committee meetings, and direction 
from the CTC Board, the Committee: 
 

 Fosters discussion on matters of strategic importance to aid the Board in 

decision-making. 

 Provides industry perspective during the CTC’s development of its 

corporate priorities and objectives to meet its mandate. 

 Encourages, inspires, and challenges the CTC and the industry to develop 

experiential tourism capacity and innovation amongst tourism suppliers 

which will differentiate Canada’s tourism brand and help international 

travellers activate their dreams to travel to Canada. 

 Acts as a sounding board for CTC management in the development of 

brand experiences programs that align with industry business objectives 

and capitalize on market opportunity. 

 Acts as an ambassador and positive force in fostering industry 

understanding and support of CTC activities. 

 Provides updates from the industry to CTC management. 
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Member Composition Profile 
 
Taking into consideration the stated Brand Experiences Advisory Committee 
mandate, to adequately fulfill their advisory role, members of the committee are: 

 In a management role (eg. Owner/operator, director) at a tourism 

organization with at least 5 years experience at that level; 

 And/or have work experience, competencies, skills and expertise relevant 

to the committee’s mandate; 

 Representative of a range of tourism sectors (eg. Trade, supplier, 

PMO/DMO, etc). 

 

More specifically, committee members will reflect a cross-section of the following 
core attributes, competencies and experience: 
 

 Part of a Canadian-based tourism organization that operates in at least 
one of the CTC’s international markets. 

 strategic marketing and planning skills 

 thorough understanding of the tourism supplier [particularly small-medium 
enterprises (SME)] perspective 

 expertise in the travel trade  

 solid knowledge of consumer marketing and media relations (including 
digital and social media strategies and tactics)  

 active in industry associations  

 dynamic and energetic, with stature and influence over industry, peers, 
and their own organization 

 independent informed judgement serving the interests of the CTC 

 strong oral communication and listening skills – capable of speaking out 
and challenging 

 ability to work as a part of a group – persuasive, assertive and flexible 

 high ethical standards and integrity  

 willing to commit time and effort 

 

  
 


