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Introduction

This handbook was compiled to assist the District 35 Site Selection Committee.  It is an informal document.  The District Governor and the Site Selection Committee can decide how this function is performed.  The material contained here has been used in the past, and seemed to work well.  There are certainly other methods that can be used.

Conference Site selection process (as of 2013)

Twice a year the hotel site selection process is done.  One of the criteria used to find viable hotels is that the program will be similar to what it was the prior year.  Sometimes this does change, for example doing 3 concurrent education sessions instead of 2 sessions and optionally having multiple education sessions in the afternoon.  The draft letter sent to the District Governor, LGET and LGM prior to sending to the hotels does provide a verification for the basic room requirements.  Special recognition events might also be included by the current District Governor.  The purpose of this site selection is to get a hotel that fits the basic activities.  These can be changed closer to the event, but that will require working with the hotel contact.  Hotels may or may not be able to accommodate near-event changes.

Typically selection takes place 17 – 19 months prior to the conference.  If it was done less than 15 months, some hotels may already be booked for the choice dates.  It could be done even two years in advance.  The amount of effort each time depends on how the work might be split.  The lead usually takes about 3 days of effort total, and the other committee people more like 2 days or less.  This includes preparation and a day to do the visit (or half a day in some cases).  The time per person per year could be reduced if there were more than one team.  However there is some learning curve that may require a little extra time.
The committee (as of 2012) has used the following process, which was developed over the prior several years.  It could be changed at any time by the committee members or District Governor.  The Division for the upcoming conference is based on a rotation schedule among the divisions (See Appendix E).  Recent District Governors have asked that any correspondence we send to them, also copy to the LGET, LGM and IPDG.

Current Steps:
· Look at rotation schedule for division – 17-19 months prior to conference.

· Draft letter with conference specifications including guest room count, meeting room needs, desired date, district contact.  See Appendix A for a sample for Spring and for Fall.  The number of attendees will vary based on location.
· Identify potential hotels based on past history (see Appendix B) plus look on the internet and review any past contacts by local convention and visitor bureaus. Check meeting room layouts. 

· Send draft request letter to other committee members for comments, and list of potential hotels to contact.  Also ask for availability of the team for between 2 and 3 weeks away so they can do a final hotel visit (it will take 2 weeks to get responses from hotels). 
· Email District Governor to share site selection schedule as it ultimately requires the availability of the DG to make the final visit within approx. 30 days of getting the hotel’s responses. Include Request Letter for comments, along a list of potential hotels, and request other hotel suggestions.  Shortly after a conference is a good time as they are less busy.  
· Send letter to each viable hotel asking for a response.

· Get hotel responses and distribute to the committee members.

· Discuss via email with committee which hotels will be visited based on reasonable responses, and confirm availability of committee.

· Determine driving times and sequence of hotel visits, and contact hotels to set up a time (a visit-duration of one hour is good, but can be shorter if needed).  Submit estimated travel miles to District Governor for what miles will be approved for reimbursement.

· Make hotel visits.  Pick up menu’s, A/V lists, etc., and follow up with a thank you email to hotel and let them know approximately when you will make a choice otherwise they will contact you too soon.  See Appendix C for some general criteria to determine if hotel can accommodate us.

· Draft recommendation to District Governor, and review with committee. See Appendix D for a sample.
· Send recommendation to District Governor suggesting DG make the final visit(s) before too long, and ask for a contract.  Along with the recommendation, send a second email to the Top 3 and the IMPD with the top recommended hotel (s) contract/proposals.  This may require a follow up to the District Governor as a reminder before too much time elapses.
· Once contract initiated/done, “nicely” notify other hotels that they were not chosen, but will be considered in the future. 
Some considerations/thoughts during the hotel visit.
· The hotel contact (usually Director of Sales) will have a plan when you visit.  It might include seeing meeting rooms then guest rooms.  Most guest rooms are similar, but if you have the time – it is courteous to do the full tour.  If you are time constrained, let them know ahead of time that you will not have time to see the guest rooms.  Maintaining good relationships with hotels is a good idea.
· Larger convention hotels will support multiple events.  So consider the room location for the contests – will the event next door affect us, or will our Hall of Fame affect them.  Is the hotel sound system going to work for us or will it conflict with our event?  Other parts of our conference are not that sound sensitive.
· It is good strategy to have two people on a hotel visit.  While one is talking, the other can think of things to ask or observe,
· When conference is held in Milwaukee, attendance and meal count are higher with the current approach to registration fees.  Metro and Southeast lunch estimate 120, dinner 135; else use 100 lunch and 120 dinner (this will vary but more accurate estimates will be made by conference organizers).  Just make sure the meal room can accommodate approximately 30 more people in case of higher attendance, plus the stage.  Should adjust counts as year go by.
APPENDIX A – SAMPLE HOTEL REQUEST LETTER
Note that the Spring and Fall letters are slightly different due to having contests at different times and slightly different events.  Events may change over time.

SPRING CONVENTION SAMPLE REQUEST LETTER

=================
October 15, 2013

Hotel Name…..
Attn: [Name of Director of Sales]
Main Street
City, WI  53111
 
Dear [Name of Director of Sales],
Toastmasters International District 35 is planning a convention in your area of Wisconsin. This letter is requesting information for our May 2015 convention.  Our Spring Convention date preference is Friday, May 1 through Saturday May 2, 2015.  Alternately it could be the previous weekend. The mission of Toastmasters International is to help people improve their communication and leadership skills world-wide.  See ‘toastmasters.org’ for more information on our organization.  We are a tax-exempt non-profit education organization made up of approximately 110 clubs in Wisconsin and Upper Michigan.  

Some general requirements for our Spring Convention include:

Friday:

	Time
	Event
	Set up
	Approx. Attendees
	Notes

	3:30 pm to 8:30 pm
	Registration
	Tables/Chairs
	
	

	6:00 pm to 7:30 pm
	PDG Dinner
	Banquet style
	25
	

	7:00 pm to 10:00 pm

***
	Social event

And

Speech Contest
	Round tables and chairs

CASH BAR
	150
	A riser appox. 8 ft. by 12 ft. One 6 ft. table near stage with 7 chairs, one table for sound equipment near AC power and hotel’s audio panel


Saturday:

	Time
	Event
	Set up
	Approx. Attendees
	Notes

	7:30 am to 2pm
	Registration
	Tables/chairs
	
	

	7:30 am to 8:15 am
	Banner assembly
	A few chairs and a couple tables
	
	Mostly open space needed


	8:00 am to 9:15 am
	Opening ceremonies
	Round tables and one tier head table for 3 - 5 people
	200
	American Flag and stand

	9:30 am to 11:30 am
	3 Education sessions
	3 breakout rooms – theater
	100 each

(appox.)
	Table at front

	Noon to 1:30 pm

***
	Luncheon
	Round tables and a two tier head table 
	150
	Bottom tier on the floor, top tier on riser; 10-12 people on each tier

	2:00 pm to 3:15 pm
	Business Meeting
	Theater
	120
	2 tables at front, 5 chairs


	3:30 pm to 4:45 pm

***
	Speech Contest
	Theater for 150 OR round tables for 120 plus 30 chairs
	220
	Riser approx. 8 ft. by 12 ft. 1-2 tables at side of riser with 7 chairs, second table for sound equipment

	5:30 pm to 6:00 pm
	First Timers Hospitality
	Tables, chairs
	
	Special room or guest suite

	5:30 pm to 7:30 pm
	Social hour
	Cash bar
	
	

	6:15 pm to 10 pm

***

10:00 pm to 11:30 pm
	Banquet
Reception (cash bar & snacks)
	Round tables and a two tier head table, top on riser for 9, bottom on floor for 10 people
	160
	Riser area (approx. 8 ft. by 8 ft.), a small table, and screen for Hall of Fame presentation.  Plus

20 extra chairs along wall


*** The 7 pm Friday event, 8 am Opening Ceremonies, noon Lunch, 3:30 pm Contest and 7 pm Saturday banquet events should be in the same room(s) if possible, but open to discussion. 

The above times and attendance numbers should be considered as estimates.  Some meeting room arrangements are flexible, and details will be discussed prior to conference.  

Actual needs will vary based on geographic location, but our general hotel guest room count is approximately 40 rooms Friday night and 40 rooms Saturday night.  Guest room reservations are up to each individual, and not part of the Group billing. 

Please include hotel guest room rates, meeting room availability, and any other information you think appropriate for Friday, May 1 through Saturday May 2, 2015.  Additional information you may wish to respond with including:

· Hotel policy on comp rooms.

· What, if any, is the minimum food and beverage charge, and is that based on charges for meeting rooms?

· Items that may incur charges.

I will make arrangements for myself and other members of the Site Selection Committee to visit best-fit hotels in late October / early November after I get your hotel information.  During our visit we can pick up menu and A/V equipment information.  Then we will make a recommendation to the District Governor who visits our top recommended hotel(s).  The District Governor will be the person who will verify final room requirements, etc. and will sign the contract.

Feel free to respond to me by US Mail, or at my email address of:  ___ email addr.

Sincerely,

Site Selection Chair name, address, phone

==============
Date

Name of Hotel
Attn: [Name of Director of Sales]
Street address.

City, WI 53xxx

 
Dear [sales director],

Toastmasters International District 35 is planning a state-wide conference in north central Wisconsin for November, 2017.  We are part of a world-wide non-profit organization whose mission is to help men and women improve their public speaking and leadership skills. 

The purpose of this letter is to request information about your facility capacity and it’s availability. 

Our District 35 of Toastmasters International is a tax-exempt non-profit education organization made up of 120 clubs in Wisconsin and Upper Michigan.  

At the moment, we are considering two optional plans.  Either a one-day conference or a two-day conference. Our preferred dates are for the one-day conference on Saturday, November 4, 2017, or for a two-day conference .on Friday and Saturday, November 3-4, 2017. 

Alternately it could be the prior or following weekend.  Some general preliminary requirements for our Fall Conference, based on a two-day event, include:

Friday:

	Time
	Event
	Set up
	Approx. Attendees
	Notes

	3:30  to 8:30 pm
	Registration
	Tables/Chairs
	
	

	7:00 pm to 10:00 pm
***


	Social event & Speech Contest
	Round tables and chairs
Cash bar 
	150
	A riser 8 ft. by 12 ft. preferred. Two 6 ft. tables at side of riser with 7 chairs, a table for sound equipment positioned near AC power and your audio panel


Saturday:

	Time
	Event
	Set up
	Approx. Attendees
	Notes

	7:30 am to 2 pm
	Registration
	Tables/chairs
	
	

	7:40 am to 8:00 am
	Banner Assembly
	A few chairs, and tables
	
	Mostly open space needed

	8:00 am to 9:15 am
	Opening ceremonies
	Round tables and one tier riser head table
	200
	American Flag and stand, 3-5 chairs at head table

	9:30 am to 11:30 am
	3 Education sessions
	3 breakout rooms – theatre 
	90 each
	Table at front

	Noon to 1:30 pm

***
	Luncheon
	Round tables,  two tier head table for 10-12 people on each tier
	150
	Bottom tier on the floor, top tier on riser

	2:00 pm to 3:15 pm
	Business Meeting
	Theatre style
	130
	2 tables at front, 5 chairs 

	3:30 to 4:15 pm
	Education Session
	Theatre style
	100
	1 table up front 

	5:30 pm to 6:15 pm
	First Timers Hospitality
	Cash bar 
	50 
	Chairs and a few tables – small room 

	5:30 pm to 7:30 pm
	Social hour
	Cash bar
	100
	In or outside banquet room 

	6:15 pm to 10 pm

***

10 pm to 11:30 pm


	Banquet, & Speech Contest

     And

Reception (cash bar reopens)
	Round tables and a two tier head table, top on riser for 9, bottom on floor for 10 people. 


	150 dinner, 200 for contest
	Riser 8 ft. by 12 ft. preferred. Two 6 ft. tables at side of contest riser with 7 chairs, a table for sound equipment as noted above. Plus 20 extra chairs


*** The 7 pm Friday, noon and 6:15 pm Saturday events should be in the same room(s).

The above times and attendance numbers should be considered as estimates.  Some meeting room arrangements are flexible.  

Actual needs will vary based on location, but our general hotel guest room count is approximately 40 rooms Friday night and 40 rooms Saturday night.  Guest room reservations are up to each individual, and not part of the Group billing. 

Please include floor plan, meeting room size and capacity chart, hotel guest room rates, meeting room availability, gratuity rate, sit-down lunch and dinner menus, riser cost if any, AV cost, and any other information you think appropriate for Friday, November 3 through Saturday November 4, 2017.  Additional information you may wish to respond with including:

· Hotel policy on comp rooms.

· Cost of risers, if any

· Guest room rate  ( if you have a water park, cost without water-park access, if that is an option)

· What, if any, is the minimum food and beverage charge, and is that based on charges for meeting rooms?

· Meeting room set-up cost, if any 

Our plan is to have members of the Site Selection Committee to visit best-fit hotels early June after we get your hotel information. 

 At that time we can pick up menu and A/V equipment information.  Then we will make a recommendation to our District officers who will visit our top recommended hotel(s).  The top  Distrist official, the District Director, is the person who will verify final room requirements, etc. and will sign the contract.

Feel free to respond to me at my email address of:  ___ email address.

Sincerely,

Site Selection Committee member, address, phone, email 

APPENDIX B - Potential hotels for District Conventions
The following hotels are ones that have been either used in the past or have been researched.  Hotels and comments about the hotels do need to be kept up date as things change over time.  Hotels listed but not appropriate for conferences should be kept on the list to avoid wasting time on looking at them in the future.

1. Look at prior hotels used or looked at during search.

2. Do an internet search of the area as new hotels might have been built.

3. Ask the Top 3 officers as part of email to them explaining what hotels you will be looking at, and could ask for other hotel suggestions.

Some helpful convention bureau contacts:   

As time goes by these may be out of date – check city/region web sites if needed.  Even though you may contact the convention bureau, do not let them take over sending the request letter to the hotel.  They can still be of help in other ways.
Fox Cities Convention bureau: Kelly Hekler, Group Sales Representative

Fox Cities Convention & Visitors Bureau    800-236-6338    
Kelly Hekler, Convention Sales Manager at khekler@foxcities.org
OR  Amy Karas, Convention Sales & Marketing Manager
Fox Cities Convention & Visitors Bureau
3433 W. College Ave.   Appleton, WI 54914   (920) 734-3358   FoxCities.org
Madison Convention bureau – not that much help.

LAURA SENZ, CONVENTION SERVICES COORDINATOR

GREATER MADISON CONVENTION & VISITORS BUREAU

615 E. WASHINGTON AVE  >  MADISON, WI 53703

WWW.VISITMADISON.COM   E > SENZ@VISITMADISON.COM
D > 608.441.3957    T > 800.373.6376 x3957   F > 608.441.7010

Helen Kilkenny Wick, Group Marketing Manager

Wisconsin Dells Visitor & Convention Bureau   PO Box 390

701 Superior Street,  Wisconsin Dells, WI  53965

 608-254-7180 ext. 342    helen@wisdells.com    www.MeetInTheDells.com
Deana Birmingham-Heinisch     Deana@visitwaukesha.org

Group Sales Manager

Waukesha & Pewaukee Convention and Visitors Bureau

N14 W23755 Stone Ridge Drive, Ste. 225,   Waukesha, WI 53188

Phone: 262-542-0330   Fax: 262-542-2237   www.visitwaukesha.org
Below is some contact information for hotels looked at in the past.  There is some change in contacts from year to year.
Central – Wisconsin Dells

Link to all hotels in the dells.

http://www.dells.com/hotels.html


Chula Vista

http://www.chulavistaresort.com/
2501 River Road, PO Box 30, Wisconsin Dells, WI 53965

HWY 13 North, Wisconsin Dells, WI 53965
Phone: 1-800-388-4782 - Local: 608-254-8366 - Fax: 608-254-7653 -E-mail:     info@chulavistaresort.com
Wilderness Hotel & Golf Resort

http://www.wildernessresort.comWilderness Resort
511 East Adams Street,  P.O. Box 830,  Wisconsin Dells, WI 53965 

Phone: 1-800-867-9453 /    (608) 253-9729    608) 254-1079 (Sales Fax)

 info@wildernessresort.com 

Wilderness Resort is located close to exit 92 of I-90/94. Take exit 92 and turn north. After the stop light, go 4 blocks, the Wilderness Resort is on the right side of the street.  Was ok for a conference, and visit in 2013 they indicated they might be adding a restaurant.
Ho-Chunk Gaming Wisconsin Dells 

http://www.ho-chunkgaming.com/wisconsindells
S3214 County Road BD,   Baraboo, WI 53913   ph. 800.746.2486

Based on comments – do not recommend contacting

Kalahari Resorts & Convention Center 

1305 Kalahari Drive   Wisconsin Dells, WI 53965
Group Sales: (855) 411-4605    WIGroups@KalahariResorts.com
This is a huge facility – which is a reason not to use.  Last contacted in 2013 and has a  “high guest room cost”.  Also they would not provide a cost option for rooms without the six water passes.  
Wintergreen hotel  (not recommend until hotel is remodeled and larger) It is too small as is.  Conference rooms look ok but 2 issues.  Hotel rooms look a little old and restaurant only open 7 am to 2 pm – so not dinner.

Helen Kilkenny Wick

Group Marketing Manager

Wisconsin Dells Visitor & Convention Bureau

PO Box 390   701 Superior Street   Wisconsin Dells, WI  53965

 608-254-7180 ext. 342   helen@wisdells.com    www.MeetInTheDells.com
Central Division Madison

Crowne Plaza  

Ayumi Phillips,  Senior Sales Manager  P. 608.244.4700  x 396  "Phillips, Ayumi" <Ayumi.Phillips@ihrco.com>

Marriot Madison West  (not recommend as meeting rooms available to us are not a fit.)

Ed Hauptmann, Director of Sales, 608-831-2000

Last time did not hear from the Madison Sheraton after they indicated they would send something.  

Best Western Inn on the Park, (not an option – too costly)

Contact: Emmaly Snyder Sales Manager (608) 285-8000 Ext. 1134 esnyder@innonthepark.net

Eastern Division hotels:

Holiday Inn Manitowoc

Attn: Susan Ihland

4601 Calumet Ave.,   Manitowoc, WI  54220

608-839-1053

Radisson Paper Valley Hotel

Attn:  Nancy Hollis

333 W. College Av,  Appleton, WI  54911  
 920-733-8000   nhollis@radissonpapervalley.com
www.radissonpapervalley.com

***Typically Radisson is a little higher than other good choices, however cannot use in the Fall due to opposing Packer team stays there. 

Holiday Inn Neenah Riverwalk

Attn:  Erin Karas

123 E. Wisconsin Av.,   Neenah, WI  54956

 920-725-8441   ekaras@HINeenah.com

Best Western Bridgewood Resort Hotel & Conference Center

Attn:  Joe Williamson. 

1000 Cameron Way ,   Neenah, WI  54956

 920-720-8000     jwilliamson@bwneenah.com
*** Seems too small for current high attendance as of 2014

***  July 2014 email from possible new contact for Bridgewood.

Suzanne Pontow     spontow@bwneenah.
Director of Catering     920-967-4350 Ext. 5036

Holiday Inn Fond du Lac (too small until new addition in spring 2015 done)
625 W Rolling Meadows Dr.

920-923-1440
Beth Braker

bbraker@wiscohotels.com
Website: www.wiscohotels.com 
Green Bay Radisson Onieda Casino basically got too expensive, but prices might come down in the future.

This convention & visitor bureau is a good resource to check even before contacting hotels.  Just indicate you plan a convention in the area and she will provide some good information.  She will also stay in contact to assist in visiting hotels with you if you want and they are in her area.
Kelly Hekler,  Group Sales Representative,  Fox Cities Convention & Visitors Bureau

800-236-6338      Kelly Hekler, Convention Sales Manager at khekler@foxcities.org
Or Amy Karas, Convention Sales & Marketing Manager
Fox Cities Convention & Visitors Bureau
3433 W. College Ave., Appleton, WI 54914  (920) 734-3358  FoxCities.org
Metro and Southeast hotels:

Best Western Milwaukee Airport Hotel & Conference Center
5105 S Howell Avenue, Milwaukee, Wisconsin, 53207-6109
Contact: Jean Kanczewski;   
Phone: 414-831-3655;  414/769-210
jean@bestwesternmilwaukee.com
CLARION Hotel & Conference Center  (a little small for over 225 attendees)
5311 S. Howell Avenue; Milwaukee, WI 53207

Contact Name: Karen Meyer;   Phone: 414-482-8896 Ext. 410

Email: kmeyer@clarionmilwaukee.com

Crowne Plaza Milwaukee Airport

6401 South 13th Street, Milwaukee, WI 53221

Contact: Tracy Thomas; Phone 414-563-4072, 414-764-5300   Tracy.Thomas@ihrco.com
Sheraton Milwaukee Brookfield 

375 S. Moorland Rd,    Brookfield, WI  53005

Jennifer Houdyshell, CCTE, Business Travel Sales Manager

t - 262.364.1013  f - 262.786.0843  ???? Phone: (262) 364-1013, Fax: (262) 786-0843   Jennifer.Houdyshell@sheratonmke.com
 Adam.vanOuwerkerk@sheratonmke.com
There was some disagreement with the hotel Spring 2013 so may not want to hold a conference at this hotel for a while. May have been due to Sales Manager plus big attendance.
Best Western Midway   (has become too small for our group – if attendance is over 175 or so total)
1005 S. Moorland Road; Brookfield, WI 53005

Contact: Gina Brown   Phone: 262-901-1158  or 262-786-9540

Email: gina.bwplusmidway@gmail.com    Fax: 414-481-8618 

Milwaukee Marriott West

Hotel Contact: Karrie Wilkum

Direct # 262-574-0888

W231 N1600 Corporate Court · Pewaukee, Wisconsin 53186 USA

Direct # 262-574-0888     kwilkum@csmcorp.net
Country Springs Hotel (Waukesha) Found was too expensive

Hotel Contact: Kari Thomas

Direct # 262-970-5163   kthomas@countryspringshotel.com

Holiday Inn (Waukesha)   (not large enough)

Pewaukee, WI

Hotel Contact: Jason Moskalik   Direct # 262-506-2250    jmoskalik@hoari.com

Brookfield Suites,  Brookfield, WI

Meghan Christenson | Sales Account Executive

1200 South Moorland Road | Brookfield, WI 53005

Direct 262.796.9161 | Fax 262.796.9157 | 

Meghan Christenson <meghanc@brookfieldsuites.com>

Olympia Resort And Spa

1350 Royale Mile Rd, Oconomowoc, WI 53066 

Fred Fischer    Director of Sales & Marketing   262 369-4583   ffischer@olympiaresort.com This email address is being protected from spam bots, you need Javascript enabled to view it [image: image1.png]



Country Springs Hotel 
2810 Golf Road,   Pewaukee, WI 53072 
262-547-0201, or toll free: 800-247-6640
Jeff Seidl   262-970-5167   JSeidl@countryspringshotel.com

Hilton Garden Inn Milwaukee Park Place

11600 West Park Place, Milwaukee, Wisconsin, 53224, 

TEL: 1-414-359-9823 FAX: 1-414-359-9824
Contact: Scott Kivimaki   scott.kivimaki@hilton.com    414-577-5008
This convention & visitor bureau is a good resource to check even before contacting hotels.  Just indicate you plan a convention in the area and she will provide some good information.
Deana Birmingham-Heinisch     Deana@visitwaukesha.org   Group Sales Manager

Waukesha & Pewaukee Convention and Visitors Bureau

N14 W23755 Stone Ridge Drive, Ste. 225,   Waukesha, WI 53188

Phone: 262-542-0330   Fax: 262-542-2237  www.visitwaukesha.org
Northern Division Hotels

Hotel Mead & Conference Center

Director of Sales  Kelly Giese

715-423-1500      k.giese@hotelmead.com
451 East Grand Avenue,    Wisconsin Rapids, WI 54494

Holiday Inn & Conference Center – Stevens Point
Krista Enoch, Group Sales Manager
Holiday Inn Hotel & Convention Center
www.holidayinn.com/stevenspointwi
1001 Amber Avenue,   Stevens Point WI 54482
Phone: 715-254-9934    Fax: 715-254-9944   kenoch@alliancehospitality.com
This is located approximately a mile east of hwy I-39/151 Stevens Point on Hwy 10. The conference rooms are situated together and there is plenty of room.  

Hotel Marshfield

2700 South Central Avenue,   Marshfield, WI 54449

715-387-2700   www.hotelmarshfield.com
Jessica Barrett, Director of Sales   dos@hotelmarshfield.com
Western Division Hotels
Do not as of 2015 have an appropriate hotel for us.  District might consider the 
Hotel Mead & Conference Center or Hotel Marshfield as an option.
APPENDIX C - Hotel selection criteria.

This is some general criteria that should be considered.  It helps if the site selection committee includes one or more PDGs or past Convention Chairs.  They best know what is needed.  Also past conferences at a hotel can provide insight.  Most of these can be dealt with by observation, some with questions on hotel visit, and some with proposals submitted by hotel.

· Sufficient meeting room space.  See draft request letter sent to hotels.

· Meeting room costs, if any, are reasonable.

· Head table and contest risers available. Verify any cost of risers.

· Sufficient guest rooms at a reasonable price.

· Hotel facilities that are clean, well maintained.

· Variety of reasonably priced food choices for lunch and dinner.

· If have a minimum food & beverage cost, is it lower than our typical spend?

· Willingness to work with us.

· Convenient location, sufficient parking.

· Meeting room location compared to guest rooms

· Restaurant within hotel.  Location of nearby restaurants.

· Comp room policy

· Noise level not an issue, especially during speech contest.

· Ability to use our sound equipment plugged into the hotel system.

· Handicap accessibility to all meeting rooms.  Elevator access.

· Rest room locations.

· Cash bar policy

· Availability of A/V equipment, we typically use some.

· Luggage carts

· Room service

· Registration area large enough

· Convenient location for conference registration

· Stability of hotel – financially. 

There are other minor considerations (e.g. swimming pool, fitness center, Wi-Fi), but the types of hotels we use mean they are not much of a concern and can be noted during the hotel visit.

APPENDIX D – Recommending A Hotel(s)
The recommendation on which hotel is typically based on guest room rates, meeting room costs, and food costs.  Other criteria can also impact the choice.  That is why an onsite visit by the District Governor or delegate is suggested.

The recommendation can be made verbally, or with an Excel chart such as below which reflects 2013 values: 
	  DISTRICT 35 
	Convention
	Spring 2015
	Summary

	
	Source:  Proposals and Menus from hotels, Oct., 2013 ) 

	
	
	
	

	
	
	
	 

	
	Holiday Inn
	Mead Inn
	Hotel

	
	Stevens Point
	Wis. Rapids
	Marshfield

	Service charge (all food and other charges)
	18%
	? Est. 19%
	( + 19% )

	
	
	
	

	Guest room rate
	$100 + tax
	$99 + tax
	$95 + tax

	
	
	($89 - 1 person)
	

	 
	 
	 
	 

	Comp room
	1 for every 40
	1 for every 40
	1 for every 40

	
	 
	(2 upgrades 
	

	
	
	per night)
	

	Food & Beverage Minimum 
	$5,000 
	$2,200 
	$0 

	     (Usual spend above $5,000)
	
	
	

	Meeting room charge 
	$875.00
	$400.00
	$1,000.00

	
	
	
	(includes AV + risers

	Riser cost
	$450.00
	$0.00
	$0.00

	
	 
	
	 

	Typical lunch cost
	$13-$14
	$12-$14
	$12 - $13

	Typical Dinner cost
	$22-$26
	$20-$23
	$20 - $28


And/or it could be a more detailed description such as the following:

District Governor  ___

CC: 
LGET ______

LGM ____________

IPDG _________

The Site Selection Committee (Dave Dopkins, Ken Bjorkquist, and Mike Zelm) reviewed the proposals from the three hotels which responded to our request for the Fall 2014 Convention.  There were only 3 hotels in the Wisconsin Dells area that could accommodate us well.  We made site visits on June 7th to the Kalahari, Wilderness, and Chula Vista.   All 3 could accommodate us on our Nov. 7-8, 2014 dates.  We checked to see if we had the option of guest rooms without water park passes to get a reduced rate but that was not an option at all 3 hotels. All 3 hotels had water parks which might make it an event to bring family.  Suite options are also available.  Remember what the hotel proposes for any costs (food, cash bar, rooms, etc.) are sometimes negotiable for minor reductions.

 See attached Excel spreadsheet for cost summary.  

Recommendation for Fall 2014 – Central Division:

The first choice recommendation is the Chula Vista.  Reasons: Guest room costs are significantly lower - $99 (including the $10 resort fee) plus tax.  Food is a little more than the Wilderness, but close to the Kalahari.  The recent "major hotel upgrades" which cost $25 million, to add the new water park, etc. The visit was on a Friday and there was not any noise from the water park in the meeting room area. No meeting room costs, and risers had a 50% off charge.  Available restaurants and bars in the hotel.

The committee did not have an enthusiastic second choice but both the remaining two choices could work out if you do not go with the first choice.  Both had some minor issues.  See more details in the summaries below.  Due to the high guest room costs, another option if the Chula Vista does not work out is that we could check for a hotel in Madison again.

So District Governor Dianne, the next step is usually for you (or delegate) to visit the first choice hotel and if that works out then ask for a contract which you can then have Jennifer, Craig and Jim plus the committee review.  You can of course visit the other two hotels if you wish.  One of the committee could go along on the visit if you wish.  A final onsite visit to the chosen hotel is recommended by you or delegate to discuss issues and make sure the meeting rooms are those we want. It is very important that this is addressed in the next couple weeks.

Summary of each hotel.  This is the information that was summarized from the draft proposals sent by the hotels, and from the visit.  All three draft proposals will be sent to you with this recommendation in separate emails so you can reference the details.
Note: All the hotels had a 19% gratuity on food and beverage.

Chula Vista
· Guest room rate is $89 plus the $10 resort fee plus the usual state and local taxes. 

· One comp room for every 50 guest rooms used. 

· Cash bar minimum of $350 or $75 per bartender (?assume per hour), or we can just use the hotel bar which is right around the corner and not have a cash bar.

· Wired handheld mic - $30; Wireless handheld mic - $85

· There is no meeting room charge and 50% off riser costs estimated at $440.
· $3,500 Food & Beverage minimum.

· Typical lunch costs: Viennese Chicken - $17, Cod Asiago Provencale $17, Lasagna - $17, Cobb Salad  - $17. Some of the dinner costs: London Broil - $29, Prosciutto Pork tenderloin - $26, Chardonnay Chicken  - $23, Roast Turkey - $21.50.  

Contact:  Renata Prellwitz

2501 River Road, PO Box 30, Wisconsin Dells, WI 53965

HWY 13 North, Wisconsin Dells, WI 53965
Phone: 1-866-382-4852 - Local: 608-254-2797 - Fax: 608-254-4157 

E-mail:     meetings@chulavistaresort.com  or renata@chulavistaresort.com

The bar area is now off to the side of a main hallway.  Our guest room block was discussed and Renata mentioned the North Tower Wing is close to the meeting rooms. 

Wilderness
· Guest room rate is $115 plus the $10 resort fee plus the usual state and local taxes.  

· One comp room for every 50 guest rooms used. 

· Cash bar minimum of $75 per hour – 2 hour minimum

· Wireless handheld mic - $60

· Riser costs of approx. $440

· There is a $500 meeting room charge and no discount on risers of approx. $440
· $5,000 Food & Beverage minimum. Initially $7,500 but they agreed to lower the amount.

· Typical lunch costs: Baked Cod - $14, Beef Stroganoff - $14, Vegtable Stir Fry - $13, Deli sandwich - $14, Chef Salad - $12.  Some of the dinner costs: Grilled Salmon - $24, New York Strip - $29, Stuffed Pork Chop - $22, Grilled Chicken - $20.  The lowest food costs of the three hotels.

Contact:  Shannon Timmerman

511 East Adams Street
Wisconsin Dells, WI 53965 

Phone: 1-608-253-8364   608) 254-1079 (Sales Fax)

 info@wildernessresort.com    /   stimmerman@wildernessresort.com
We would have all the meeting ballroom space in the main conference center. So that was good.  Other smaller rooms could be available for the education sessions if we chose.  The coffee shop is still the only food/beverage place in the conference center structure.  Restaurants are nearby and the hotel would provide a scheduled shuttle.  The Wilderness is talking about adding a restaurant in the future.  

Kalahari
· Guest room rate is $129 (which included the $10 resort fee) plus the usual state and local taxes.  

· One comp room for every 50 guest rooms used. 

· Cash bar minimum of $300

· Wireless handheld mic - $60

· Riser costs of approx. $440

· There is no meeting room charge 
· $2,750 Food & Beverage minimum. 

· Typical lunch costs: Herb roasted chicken - $17, Roasted To Sirloin - $19, Lasagna - $16, Cedar Maple Ham - $17, Chopped Salad Monte Cristo - $16.  Some of the dinner costs: Herb Roasted Chicken - $21, Roasted Pork Rack – 24, New York Strip - $32, London Broil - $27. 

Contact:  Farlene Nelson
1305 Kalahari Drive, Wisconsin Dells, WI 53965
Group Sales: (855) 411-4605
WIGroups@KalahariResorts.com
Direct 608-254-5019   Fax 608-254-8609

The meeting rooms we would get would be fine.  In the Proposal some meeting rooms – Suite 1 and Suite 4 were identified but we asked that those events (Friday night and lunch) also take place in rooms D/E where the opening session and banquet were scheduled.  

Convention packets were picked up at each hotel and can be provided to you when convenient.  If you have any questions, please contact one of the committee.

Sincerely,

District 35 Site Selection Committee

APPENDIX E – Rotation for Fall Conference & Spring Convention before Western added
This first section reflects past conferences and the rotation approach.

Fall Conference  


           Spring Convention
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2006 – Northern  (Stevens Point)          2007 – Central (Madison)

2007 – Eastern (Neenah)

           2008 – Northern (Wis. Rapids)

2008 – Southeast (Brookfield)

2009 – Eastern (Manitowoc)

2009 – Central (Wis. Dells)

2010 – Southeast (Brookfield)

2010 - Northern (Stevens Point)

2011 – Central (Madison)

2011 – Metro  (Milwaukee-Airport)
 2012 – Northern (Wis Rapids)

2012 – Eastern (Neenah)

           2013 – Metro (Brookfield)

2013 – Southeast (Oconomowoc)
2014 –Eastern (Manitowoc)

 NEW ROTATION BASED ONLY ON DIVISION (not Fall VS Spring – as directed by standing District Governor.

       Rotation = Central, Northern, Metro, Eastern, Southeast

2014 – Central (Chula Vista)

2015 – Northern (Marshfield)
2015 – Metro (Crowne Plaza Airport)
2016 – Eastern

2016 – Southeast


   
2017 – Central

2017 - Northern


   
2018 – Metro

2018 - Eastern



2019 – Southeast
Fall Conference  


           Spring Convention

21

