ICC Bid Guidelines for 2008 Bid Committees (The Quick and Easy Checklist Version)

Bid Committee Info

Chair
____________________

Chair Back-Up
__________________

Email
____________________________

Email

__________________________

Phone
____________________________

Phone

__________________________

ICC Location Info

City/State
_____________________

Region/Country
__________________________

1st Choice Date
_____________________

2nd Choice Date
__________________________

# Local Chapters
_____________________

#Local Members
__________________________

DC Name
_____________________

DST Name
__________________________

DC Email
_____________________

DST Email
__________________________

DC Phone
_____________________

DST Phone
__________________________

General Hotel Info

Name
____________________________

Phone

__________________________

Street
____________________________

Fax

__________________________

City/State/Zip
_____________________

Website

__________________________

Hotel Contact
_____________________

Email

__________________________

#Total Rooms
_____________________

# Non-smoking
__________________________

#Handicap
_____________________

# Suites

__________________________

# Doubles
_____________________

#King Beds
__________________________

#Phone lines per room
______________

Credit Cards Accepted
______________________________________________________________

· Bid must include information on Hotel Deposit Policy/Credit Application Policy.  Providing a copy of the credit application is ideal for our legal department to review.

Meeting Space Specifications

· Hotel ideally has 10,000 sq ft or more of meeting space minimum to commit to the group

· If group meets 90% or more of room block, the meeting space is complimentary with a sliding scale of prices not to exceed $5,000USD if we make 60% of block

· One meeting room to hold 400 people seated theater style - on Sat night

· Space must include a Ballroom with capacity to break down into a minimum of 2 sections. It can be the same space as listed above.

· The following minimum breakout room needs (1 room each, unlike indicated otherwise). Required from Thursday through Sunday. 

Registration - 900 sq ft w/ 2 entrance/exit

Exhibit Hall  - 1500 sq ft (table requirements included down the list)

Security/Con Ops – 350 sq ft (must have on Wednesday night as well from 7 PM on)

2 breakouts  – 450 sq ft to 1000 sq ft (not needed Sunday)

2 breakouts - 1000 or larger (not needed Sunday)

· Lock-out capacity for 2 meeting spaces (Exhibit Room and Registration) at no charge

· 24 Hr hold on meeting space from 2 PM Thurs through Sunday morning

· Thursday Day  we must have Security/Con Ops, exhibit hall & registration from 8AM

· Sunday Day – Security & Exhibit Hall until 5 PM, Space accommodating 200 people, theatre style for closing session and Global club meeting, form 10 AM until 2 PM

· Sunday Night – 2000+ sq ft space for dance/social  from 7 PM-1AM

· 1 Hospitality suite where group can bring in and store outside food – Starting 2 PM on Thurs until Check-out on Sunday. (Remember our Diabetics and the religious diet restrictions!)

· No charge for storage of boxes received the day before the convention begins (Wednesday)

· What is the pricing for having an outside telephone line in the Exhibit/Dealer’s Hall for vendor usage?

· Exhibit Hall will require a minimum 10 classroom style tables, 6 or 8 ft, as part of the contact, no charge

· Depending on meeting space layout, Security, Registration may be combined into one room. However, registration will require 5 classroom style tables.

· Advise the hotel that meeting set-up specifics are finalized approximately 2 months before event, re – chairs and table needs for breakout rooms.

· This group requires water stations in the hallways during the run of the convention, 3 minimum.

· Bid must include copy of meeting space layout with listing of specific rooms proposed for use, layout to include sq ft measurements for each room.

Banquet And Food Specifications (request pricing Information for the following)

· Cash Bar on Sunday Night during Dance (3 hrs), 

· Plated Dinner for approximately 30 people – 5-7 PM Friday (TBD)

· Plated Breakfast for 15 on Friday and Saturday (in executive suite)

· VIP Reception Sat Night from 11 PM – 2 AM

· Bid must include copy of hotel restaurant menu – with prices, for breakfast, lunch & dinner

· Bid must include copy of ala carte snack options/break offerings for Dead Dog party

Sleeping Room Requirements

· Room Rates: Must not exceed $99 USD, at a flat rate for 1-4 people in a standard room. Be advised for 2006 and 2007 we are paying $89 plus tax.

· Pricing for Suites requested as well, some members will pay more for the upgrades

· Room Block will be held until three weeks before the meeting at a minimum for booking

· Reservations for rooms must be available via the 1-800 number and by calling hotel directly. 

· Room Block Specifications are as follows:

Wednesday: 30

Thursday: 100

Friday: 120


Saturday: 120


Sunday: 35

· The Camarilla Group rate is non-commissionable, to secure the best pricing

· Contract clause to reduce the group Block by 10% 6 weeks in advance with no penalty

· Group Rate must be honored 2 days before and 1 day (Monday) after the event

· Comp Room Policy in contract: 1 night for every 45 booked

· 1 Suites comp – one for Event Director

· 3 standard rooms for staff at 25% off of Group rate

· Bid must include brochure/photos of room interiors and floor plan layout for hotel, and banquet menus

Additional Points of Consideration (some are not deal breakers)

· Complimentary Parking for members attending the Convention (negotiable)

· Complimentary Airport Transportation for members to and from hotel (important!)

· If no free airport transportation – pricing info on shuttle and taxi costs

· Does hotel have 24 hr room service?

· Will Hotel consider a late night pizza/sandwich stand for sales on Friday and Sat Evening to the group? 

· What are the Bartending Fees for a 4 hour block?

· What are the hours the hotel can vend alcohol on Sat night for the Party? 

· What is the largest size group hotel can sit family style in the Restaurant for Dinner on Friday night 5-7 PM?

· Does hotel have capacity to block a wing/floor or set of rooms in one locale for our group? 

· Does hotel have same day dry-cleaning services?

· Hours for the hotel gift shop, if they have one.

· Does hotel have a pool? Game room? 

· Do the standard rooms have mini-frig? Do the suites?

Airport Information (Bid must include the following)

· Name of Major Airport and distance from hotel

· List of Carriers operating at the airport (Highlight the discounters like Southwest and AirTran)

· Sample Flight prices from the following locations to the airport: 

EC: Columbus, DC
GL: St.Louis, Chicago
NC: Denver, Omaha

NE: Buffalo
NW: Seattle, Portland
SC: Houston, Dallas



SE: Tampa, Atlanta
SW: Los Angeles, Phoenix
CAN: Toronto, Vancouver

UK: London, Edinburgh
AUS: Sydney
FRA: Paris

IRE: Dublin

Event Information

· Venues will be determined by the MST

· Pricing for admission to ICC will be determined by the Club Director

· List of local charity options (ICC will support 1 Global and 1 Local Charity)

Staffing Candidates – ICC Coordinator will review this list with the winning team for each post before confirming offices.

· ICC Vice Chair

____________________________

· Hotel Liaison (optional)
____________________________

· Charities Lead

____________________________

· Volunteer Lead

____________________________

· Security Lead

____________________________

· Hospitality Lead

____________________________

· Info Services


____________________________

· Vendors Second

____________________________

· Please include in the bid a summary paragraph or listing of previous convention lead or management experience from proposed Staff members for review at the bid presentations.

Local Area Info

· Bid must include a sampling (3-5) of food delivery options with the hours they operate

· Bid must include a sampling (3-5) of Area Restaurant options, w/in 5 Mi – Fast Food and sit down

· Please provide hours and distance for all of the following: 

Gas stations/Convenience Stores (1)

Wholesale Store like Sam’s, Costco, Walmart

Closest shopping mall to Hotel – listing stores found within, hours of operation
