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TIME & PLACE COMMITTEE
ANNUAL CONFERENCE BID SPECIFICATIONS
I. Cover Letter – Must contain:

· Addressed to Time and Place Chairs(s):
Andy Plumley

UC Riverside

3595 Canyon Crest Drive
Riverside, CA  92507

· Introduction paragraph that includes conference year bidding for and dates you are proposing for the conference.
· Second paragraph that speaks about proposed venues and includes basic size of proposed venues.
· Third paragraph that speaks to your venue visit, your communication and impression of the venue(s) staffs.
· Fourth paragraph that speak to the location of the city hosting.  This should include nearest airport and distance to it as well as if there is any shuttle service offered to the venue.
· Fifth paragraph should lead into highlights from the bid information.  This should include:
1) Cost of Facility Rental per day
2) Size of space
3) Size of exhibits space
4) Range of Room Rates
5) Notation of meeting/reception/banquet space
6) Number of Comp Rooms
7) Any other amenities the hotel may have that should be noted
II. Bid Letters from possible Hotel sites – Should Contain:

· Information about city including climate, attractions in the area, and the hotel central location.
· Overview of hotel including size, features, meeting room number, etc.
III. Proposed Contract(s) - Which contains:

· Group Name
· Event Name
· Contact Information
· Event Dates
· Location
· Projected Number of Attendees
· Room Rates
· Complimentary Accommodations (if applicable)
· Linen Cost (if applicable)
· Audio Visual Cost
· Parking Cost
· Payment Terms (including amount of deposit)
· Any Miscellaneous Charges (i.e. Refuse Disposal, Janitorial Services, Building Clean Up, and/or Business Tax License)
· Set Up Requirements
1) Day - Saturday – Wednesday
2) Time – Generally 8 am – 5 pm
3) Function – Exhibits or Meeting Room
4) Location – Room in Site
5) Set Up – Number of People
· Exhibit/Vendor Tables – Are there any charges associated with tables?
· Packages – How do conference attendees ship packages to the conference site?
· Diagrams – Does the local Fire Dept. need to approve the exhibits area set-up?
· Catering Arrangements
· Guarantees – When does WACUHO need to guarantee a certain percentage of attendees by? If WACUHO does not meet the guarantee what is the penalty?  If Conference Venue does not meet the guarantee, what is the penalty?
· Security – Are there additional charges for security?
· Permits – Are there any permits that must be secured for this location?
· Insurance – What type of Insurance if any, must WACUHO provide for the venue?
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