NCASFAA SITE SELECTION HANDBOOK

TABLE OF CONTENTS
I. INTRODUCTION
II. DUTIES AND RESPONSIBILITIES
III. BUDGET AND COMMITEE
IV. NUMBER OF SITES AND HOTEL PROPOSALS
V. SITE VISITS
i. Availability/Dates

ii. Sufficient Room Allotment and Complimentary Rooms

iii. Deposit and Amenities

iv. Cancellation Clause/Fees

v. Convention/Meeting Space

vi. Concurrent Sessions

vii. Food Charges/Menus
viii. A/V Charges
ix. Exhibitor Needs

x. Parking
xi. Transportation

xii. Finances

xiii. Other
VI.       SITE PROPOSALS/COMMITTEE RECOMMENDATIONS PRESENTATION
VII. HOTEL CONTRACTS
VIII. FORMS
i. Hotel Checklist

ii. Hotel Comparison/Proposal Form

I. INTRODUCTION
The purpose of the NCASFAA Site Selection Committee is to assist the association with finding sites for association conferences, trainings, and other needed events.  Other events include New Aid and Intermediate Officers Training, Leadership Symposium, and any other site requested by the association Executive Board.  Refer to Article X of the NCASFAA Bylaws and Section 3.2.10 of the NCASFAA Policies and Procedures Manual for specific authorizations and duties of the Site Selection Committee and Chair.
II. DUTIES AND RESPONSIBILITIES
The main duties and responsibilities of the Site Selection Committee are stated in the NCASFAA Policies and Procedures, Section 3.2.10.  A more detailed list of the committee’s duties and responsibilities are listed as follows:
SITES

1.  Determine the needs of the association 

2.  Find out if the association will have two conferences (fall and spring) or one annual conference


a. Determine fall sites to visit


b. Determine spring sites to visit 

3.  Discuss and select sites to visit with site selection committee

4.  Call sites for proposals and possible site visits
5.  Determine what the needs are for training, meeting space, meal functions, and other events


a. size of room


b. audio visual needs


c. location (coast, plain or mountain)

BUDGET

1. Determine the number of sites the committee will visit

2. Determine a budget (travel, food, etc.) 

a. Make sure budget falls in line with NCASFAA budget set at the beginning of the fiscal term

3. Submit budget to the Executive Board and President for prior approval

a. Submit expense voucher after visit

b. Keep costs at a minimum

SITE VISIT

1.  Visit sites as needed or determined by the committee chair
2.  Notify committee of site visits (Date and Time)

3.  Determine possible dates of conference in conjunction with hotel availability

4.  Know the number of rooms per day used during the previous conferences(s)

a. Sleeping Rooms and number of nights

b. Meeting Rooms (size and number of people room will accommodate – theater, classroom, or round style setup)

c. General Meeting Room

d. Room for Board Meeting

e. Room for Conference Committee

f. Hospitality Room

g. Rooms Needed for Special Guests

h. Banquet Room

i. Pre-Conference Rooms

j. Room for Entertainment

k. Exhibitor Area

l. Possible Audio Visual Needs (General Session, Closing Session, etc.)
HOTEL CONTRACTS

1. Upon receipt of the contract, view for the following items

a. Ensure that the dates are correct 

b. Review room rate base on the amount discuss at the visit

c. Review for cancellation clause

2. Discuss contract with the committee

3. Share contract information with the Executive Board

4. Submit recommendation for hotel site to the Executive Board for approval

5. Submit contract to the President of the Association for signing

6. Return signed contract to the hotel

7. Provide Secretary with a signed copy of the Contract

8. Copy of the Contract is maintained by the Site Selection Chair

9. Treasurer must maintain a copy of the contract due to the financial obligation of the association


REPORTS

1. Board Reports should be submitted at various times of the year.


a. Executive Board Meetings   

b. Annual Report

III. BUDGET AND COMMITTEE

BUDGET

The incoming Site Selection Chair will request and submit a budget using the NCASFAA Committee Budget Request Form with the committee’s budget line item request as well as the committee’s goals and objectives for the upcoming year.  
The Site Selection Committee budget is discussed and officially proposed by the Finance Committee and voted and approved by the NCASFAA Board at the first board meeting of the new association year.

The Site Selection Committee should remain within the committee’s budget limits when doing hotel site visits and other responsibilities of the committee.  Any expenses accumulated by the committee and its members should be reimbursed by submitting a NCASFAA Expense Voucher.  The voucher must be signed and approved by the committee chair and then submitted to the NCASFAA President for signature.

COMMITTEE

The Site Selection Committee Chair shall be appointed by the incoming president.  The committee chair should have previous experience as a NCASFAA Conference Committee Chair and have experience with reviewing and negotiating hotel contracts.

The Site Selection Committee will be comprised of volunteers who submitted a NCASFAA Volunteer Form and selected the Site Selection Committee.  The committee may also be comprised of members selected by the committee chair.
The committee should consist of at least two to five members as deemed necessary by the committee chair.  One of the committee members should have previous site selection and hotel contract review and negotiation experience.
IV. NUMBER OF SITES AND HOTEL PROPOSALS

The committee chair should request and receive a recommended number of three to four hotel proposals for the association’s fall conference and a recommended number of two to three hotel proposals for the association’s spring conference. 
The hotel proposals should be received by the committee chair either by email or fax.

Once the chair has received the hotel proposals, the committee will meet to decide which hotels are to be selected for site visit.  Once the site visits have been selected and scheduled by the committee, the committee will proceed with the responsibilities as stated in the “SITE VISIT” responsibilities of  
Section II.  Duties and Responsibilities”.
V. SITE VISITS

Questions to consider when conducting a hotel site visit:
1. Availability and Dates
a. Does the hotel have sleeping and meeting rooms available for the dates needed?

b. How many rooms can the hotel make available?

c. How long do you have before you have to lock in the dates for the contract?

d. Will there be any other large conferences/meetings going at the hotel at same time?

e. What are the room rates?

f. What is generally the cut-off date for the conference rate?
2. Sufficient Room Allotment and Complimentary Rooms

a. Can the hotel meet peak night requirements?

b. What is the sleeping room count? 

c. What is the hotel policy on complimentary rooms?

d. Does the hotel honor government rates for Department of Education staff? 

e. Will the hotel count the government rate rooms in the total of rooms used by the association?

f. Will the hotel honor conference rates prior to and after the conference? If so, how many nights before and after?

g. Does the hotel have an overflow relationship with nearby hotels? If so, will they honor the conference rate? 

h. Are there suites available for the President, Conference Chair, Hospitality Suite, VIP guest, etc.?  If so, how many?

i. What types of comp or VIP gifts you have available?  What are they and how do we obtain them?

j. Are there any room upgrades available? 

k. Are there any special discounts with neighboring facilities or hotel?

l. Can the conference committee hold a meeting at the facility?  Will there be a cost?

3. Deposit and Amenities

a. Will the hotel provide room reservation via the web?

b. Is an advance deposit required with the room reservation; if so, for how many nights?

c. Is an advance deposit required before the conference?

d. How far in advance of the convention will the hotel release the unreserved rooms?

e. Does the hotel provide High Speed Internet or Wireless capability?

f. What are the room amenities (coffeemaker, iron, ironing board, hair dryer, etc?)

g. Does the hotel charge a flat rate per room or is there an extra charge for more than one person in the room?

h. What health facilities are available at the hotel?

4. Cancellation Clause/Fees
a. What is the cancellation policy for the sleeping room?

b. What is the cancellation policy for the conference if the association must cancel a conference due to financial issues, emergencies relating to natural disasters because of weather or homeland security issues, or other acts of God that prevents the association from conducting the conference?

c. Is there a room block lowering charge or fee if the association cannot meet its contracted room block?

d. If a deposit was made, will there be a refund for the cancellation?

5. Convention/Meeting Space

a. How many meeting rooms are there?

b. Is there a room large enough to accommodate the opening, closing and general session?  How many people?

c. Can the general session room be used for a banquet also?

d. Do you have a space available for registration?

e. Are there electrical and internet capabilities where the registration area will be located?

f. Is there a locked room/storage area?


g. Are there pillars or obstructions in any of the rooms? 

h. Is the use of audio visual equipment available? Is there a charge?

i. Is the use of high speed internet available in the meeting rooms? If so, is there a charge?

j. Is there an extra charge for additional room use?

k. If a convention center will be used, is it a part of the hotel?

l. Is there a separate convention manager to work with if a convention center is used?

m. Who will handle the banquet, etc.?

n. Who will make the decisions in regards to food, audio visual set-ups, exhibits, etc.?

o. Is there a rental fee associated with the use of the space?

p. Is there any type of signage available?

6. Concurrent Sessions

a. Are there enough rooms to accommodate the interest sessions?

b. Can the hotel accommodate extra meeting rooms if needed?

c. Can the rooms be setup in the style (theater, classroom, etc.) needed and still meet the numbers of seats needed?

d. Do you have a room available that will accommodate a computer lab?

e. Do you have a secure place to lock up computers, etc?

7. Food Charges/Menus

a. Request a copy of the hotel’s current food charges and/or menus if available.  The food charges will change by the time of the conference, but it will give the committee and the board a guide as to the hotel’s food charges and compare it against other hotel’s food charges and give the board a gauge of the conference’s food expenses.

8. Audio/Visual (A/V) Charges

a. Request a copy of the hotel’s current A/V charges if available.  The current A/V charges will change by the time of the conference, but it will give the committee and the board a guide as to the hotel’s charges and compare it against other hotel’s A/V charges and give the board a gauge of the conference’s A/V expenses.

9. Exhibitor Needs

a. How many square feet of exhibit space is available?

b. How many exhibits can the exhibit space hold?

c. What size of tables is used?

d. Is the exhibit area carpeted?

e. Is there electricity in the exhibit if needed?

f. Is internet access available in the exhibit area?

g. Is the exhibit area a part of the hotel?

h. Are there extra charges for the exhibit area?

i. Is there a rate per booth or a rate for the entire conference?

j. What amenities are included for the exhibit area (tables, chairs, trash can, etc.)?

k. Do you have an on-site drayage company?  If you use an outside drayage company, generally what is their cost?

l. Would the association need to hire a security officer or will there be security for the exhibit area?

m. How early can the drayage company come in to set up?

n.  How early can the vendors ship their material?

o. Is there a place for storage?

p. Is the hotel willing to accept the material and hold it?

q. Is there a charge for storing the vendor’s material? 

10. Parking/Charges 

a. Is there adequate parking available?

b. Is there a charge for hotel parking?  If so, how much?

c. Is valet parking available?

d. Is there any discount parking available?

11. Transportation

a. Is there hotel shuttle service available?

b. Is there a charge for the shuttle?

12. Finances - Master Bill

a. Is a credit card required up front? 

b. What type of credit cards is accepted?
c. Will there be a tentative bill ready at the time of departure so that the expenses can be reviewed?

d. Can daily total of expenses be provided?

e. Will the hotel provide list of current reservation numbers to ensure that group numbers are met?

f. How many days after receipt of the bill must it be paid?

13. Other

a. Is there an additional charge for microphones, podium, etc?

b. What are some generally unforeseen charges that are not in the contract?

c. Will the hotel hang banners? If so, what is the cost?

VI. COMMITTEE PROPOSALS/RECOMMENDATION

The Site Selection Committee will discuss and compile each hotel proposal and rank them in order of the committee’s highest recommendation to the lowest for presentation to the Board for a formal discussion and vote.  

Each hotel proposal will list the following categories for the chair to present to the Board for discussion:

1. Hotel and Event Facility Name and Address

2. List of Expenses (ex. Food & Beverage Minimums, A/V charges, Room and Table charges, Storage Fees, etc.)

3. Rates, Availability, and Concessions (ex. Room Rates, Parking, Comp Rooms, Suites, etc.)
4. Property Details and Amenities (Dining/Entertainment Available, Room Wi-Fi, Pool, Business Office, Local Dining in area, etc.)

A sample Conference Hotel Proposal Form is located in “Section VIII.  Forms”.

VII. HOTEL CONTRACTS

After the NCASFAA Board has voted and approved a conference hotel and its dates based on the proposals presented by the Site Selection Committee Chair, the chair will then contact the hotel to proceed with a formal contract.

The chair will present the hotel with the conditions and changes to the proposal, if any, to be added in the contract.  (Ex. Cancellation clause, room block changes, etc.)

Once the contract is received from the conference hotel, the chair will present the contract to the NCASFAA President for signature.  The Treasurer, the President, the Budget & Finance Committee Chair and the Site Selection Committee Chair should review all contracts prior to signing.  All contracts and agreements financially obligating the Association require the signature of the President or his/her designee.

The signed contract must then be returned to the hotel with copies forwarded to the following individuals on the NCASFAA Board:
· President

· President – Elect

· Site Selection Committee Chair
· Treasurer

· Budget and Finance Committee Chair

The Site Selection Chair will forward the association’s official copy of the contract to the new incoming Site Selection Chair at the NCASFAA Transitional Board Retreat in June as well as other forms as needed for the chair for the upcoming year’s committee.
VIII. FORMS

1. Hotel Checklist

2. Hotel Comparison/Proposal Form (Sample)

See Forms below.

North Carolina Association of Student Financial Aid Administrators

Site Selection Hotel Checklist

1.  Dates of Conference: __________________________ to _______________________

2.  Days of Events:   
Saturday:   Program Chair 

Sunday:     Program Committee, Executive Board Meeting, New Aid and/or Intermediate Training, Leadership Symposium

Monday  -  Wednesday:   Main Conference Dates (Opening, General Session, Concurrent Sessions, Closing)

3.  Sleeping Room Commitment:
     Friday –     ___________


Monday –
____________  

     Saturday – ___________


Tuesday –  
____________

     Sunday – 
___________


Wednesday –  ____________

4.  Room Rate Confirmed:
     Allowed Attrition:

________ % 

     Deposit Required:    
________ Yes      _________ No    ________ Credit Card

     Cancellation Policy:  
________ Hours

5.  Convention Space:  Includes space for audio-visual and head table.
 a.  General Session:         ________ Theater     _________Tables/Chairs

      
 b.  Concurrent Sessions:  10 rooms @  ___________ Theater    __________Tables/Chairs

     
 c.  Banquet Facility:  250 – 300    Rounds of  ________ 8”    _________ 10”  

 d.  Exhibitor Space:  25/30  -  10’ x 10’ booths (pipe and drape)

        

Set-up Sunday evening – Exhibitors 

        

Exhibit Hall Charges:  ________ Waived;  ________ Yes:  __________ Amount

 e.  Registration Area:  ______Yes   ______ No

 f.  Conference Committee Room:         _______ Yes  ______ No

     
 g.  Meeting Room Charges:  Waived __________;      $ ________

6.  Food and Beverage Requirement:  $________

    
 Allowed Attrition:  ________ %

7.  Drayage Company:  ________ In-House    ________ Client Choice

     
Companies Available for Bid: _________________________________________

     
Set-up Time:  ________ Saturday    _________Sunday by 8:00 a.m.

     
Advantages for Use of In-House (if available): ____________________________

8.  Audio-Visual Services:  _______ In-House     _______ Outside Vendors

    
 Current Pricing List:      _______ Yes              _______ No   (Obtain if available)

9. Internet Access Charges:  
_______ Day Rate is $________________

_______ Hourly Rate is $______________

10.  Airport Shuttle Service:  _________ Yes    ________ No

       
Costs:  ________ One way    ________ Roundtrip    ________Complimentary

11.  Hotel Parking:  ________ Free    $ ________ Daily Rate    ________ In/Out Privileges

                                   ________ Self Parking    ________ Valet Rate

12.  Room Reservation Options:  ______ 800#    ______ Website    ______ Other:

      
 Reservation Policy:  _________2 Weeks  ________ 3 Weeks    ________ 4 Weeks 

13. What other large groups will be in the hotel during these same dates?
      _____________________________________________________________________

14.  Special Concessions:

       Complimentary Presidential Suite:       _______ Yes   ________ No

       Additional Complimentary Suite:         _______ Yes   ________ No    # ________

       Upgrades @ Conference Room Rate:   _______ Yes  ________ No    # ________

       1 per 50 Complimentary Nights:           _______ Yes   ________ No    

 Other Ratio  _______

       No. Rooms at Govt. Rate for DOE officials:   _________________         
15.   Availability for Executive Board meetings and Program Committee meetings at or

        below conference rate prior to the conference        _______ Yes    _______ No

16.   Billing:      

         a.  Master Billing Capability: __________________________________________

         b.  Tentative Billing prior to Departure:__________________________________ 


17.   Comments:

         _______________________________________________________________________

         _______________________________________________________________________

         _______________________________________________________________________

         _______________________________________________________________________

         _______________________________________________________________________

         _______________________________________________________________________

         _______________________________________________________________________

	Hotels & Event Facilities
	Expenses
	Rates,  Availability, and Concessions 
	Property Details & Amenities

	Embassy Suites  Charlotte - Concord Golf Resort and Spa (Concord Mills)

5400 John Q Hammons Dr. NW, Concord, NC
	 - $500/day room charge for Exhibitor 

Room.  (Exhibitor Table Fee and room charges included.)

-  Hotel handles all Drayage and storage – no charge.

-  Minimum $20,000 in food revenue, not including service charge, taxes, or alcohol.

A/V Charges:
	Dates Available:

November 14 – 17, 2010

Room Rate:

$139.00/night

(Room rates are for single/double occupancy and are subject to state/local taxes.)

Concessions:

-  One comp standard guest suite room night per every 50 paid rooms per night.

-  Up to three upgrades at discounted room rate & complimentary welcome amenities for designated VIP’s.


	The Embassy Suites Charlotte – Concord is located across the street from the Lowe’s Motor Speedway and the Concord Mills Mall, the largest visitor attraction in North Carolina, is right outside the door.

The 11 story Hotel features 300 spacious two-room suites with a private bedroom, a living room with a queen sleeper sofa, hair dryer, iron and ironing board, wet bar, refrigerator, microwave and coffeemaker.  All suites are equipped with high speed internet access, MP3 clock radio, and two dual-line telephones with data ports, voice mail, and two remote control flat-screen TVs.

-  Complimentary cooked-to-order breakfast buffet

-  Nightly Manager’s Reception

-  High Speed Internet Access

-  Free Parking

-  Fitness Center

-  Rocky River Grill

-  Adjacent Rocky River Golf Course

-  Full-service Spa Botanica

The hotel offers more than 40,000 square feet of flexible event and conference space, including an impressive 28,800 square foot ballroom and 23 breakout rooms.



	Embassy Suites Hotel Greensboro Airport

204  Centerport Dr. – Greensboro, NC


	 - $15 per table per day for the Exhibitor room.

-  Minimum $20,000 in food revenue, not including service charge (21%), taxes, or alcohol.

A/V Charges-2008:

(Charges are per day)

-Power Strip - $5
-Easel - $10
-A/V Cart - $15
-Ballroom Screen - $20
-Handheld Mic - $20
-Wireless Mic - $100
-Podium - $55
	Dates available:

October 31 – November 3, 2010

Room Rate:  

$117.00/night

(Room rates are for single/double occupancy and are subject to state/local taxes.)

OR

Dates available:  

November 7 – 10, 2010

Room Rate:  

$117.00/night

(Room rates are for single/double occupancy and are subject to state/local taxes.)

Concessions:

-  One Comp standard room will be given for every 50 paid rooms.

-  One Comp hospitality suite will be given for the groups stay.

-  One Comp room will be given to the president.


	The Hotel features spacious two-room suites with a private bedroom, a living room with a queen sleeper sofa, hair dryer, iron and ironing board, wet bar, refrigerator, microwave and coffeemaker.  All suites are equipped with high speed internet access, MP3 clock radio, and two dual-line telephones with data ports, voice mail, and two remote control flat-screen TVs.

-  Complimentary cooked-to-order breakfast buffet

-  Nightly Manager’s Reception

-  High Speed Internet Access

-  Free Parking

-  Fitness Center

-  Park Place Restaurant



	Pinehurst Resort

One Carolina Vista – Village of Pinehurst, NC


	-  Minimum $20,700 in food revenue, not including service charge, taxes, or alcohol.

-  Hotel handles Drayage and storage if 20 or fewer exhibitors.

A/V Charges:

(Charges per day)

-Projection Cart - $25
-Screens available in every meeting room - $0
-Podium w/ mic -$55
-Wireless mic - $175

	Dates available:

October 31 – November 3, 2010

Room Rate:  

$160.00/night + a 10% resort service fee per night (The fee includes use of the fitness center, on-site transportation, valet and self-parking, HSIA in guest rooms, West Lawn Activities Center, Beach Club, pools, bicycles, practice putting greens, driving range as well as afternoon tea in the Carolina.)
(Room rates are for single/double occupancy and are subject to state/local taxes.)

OR

Dates available:  

November 7 – 10, 2010

Room Rate:  

$136.00/night + a 10% resort service fee per night (see above)

(Room rates are for single/double occupancy and are subject to state/local taxes.)

Concessions:

-  One Comp room per every 50 paid guest rooms.

-  One Comp Suite

-  $0 Fee if canceled 365 days prior to conference.

	Nestled among the Sandhills of North Carolina, Pinehurst resort invites you to become part of its history and to experience southern hospitality, elegant accommodations, luxury spa facilities, family recreational activities, and of course, any one of their eight pristine world-class golf courses.

· Complete Resort Services (onsite tee times, spa reservations, maps, area activities, etc.) 

· Shuttle Service throughout the Village of Pinehurst 

· Valet Parking 

· Fitness Center 

· High Speed Internet Access in rooms

Our group services include:

· In-House Audio Visual Team 

· High-Speed Internet Access in each meeting room 

· VIP services, including in-room amenities and registration packets 

· In-house banquet and award-winning Food and Beverage 

· Entertainment coordination 


	Hotel & Event Facilities
	Breakfast
	Lunch
	Dinner
	Breaks

	Embassy Suites  Charlotte - Concord Golf Resort and Spa (Concord Mills)

2008 - 21% Service Charge? Plus Sales Tax

Embassy Suites Hotel Greensboro Airport

2008 - 21% Service Charge Plus Sales Tax

Pinehurst Resort

Service Charge?? Plus Sales Tax
	Full Breakfast Buffet included in room charge 

Full Breakfast Buffet included in room charge

Continental:

Plated:

$26.50

Buffet:

$30.00 - $31.00
	Box Lunch:

$18.00

Light Lunch:

$17.00 - $19.00

Plated:

$22.00 - $28.00

Buffet:

$27.00 - $32.00

Sandwich Lunch:

$16.75 - $17.75

Light(Salad) Lunch:

$16.75 - $17.25

Plated:

$18.50 - $27.50

Buffet:

$22.00 - $23.75

Box Lunch:

$23.00 - $34.00

Light Lunch:

Plated:

$27.00 - $45.00

Buffet:

$30.00 - $41.00
	Plated:

$35.00 - $45.00

Buffet:

$40.00 - $50.00

Plated:

$24.75 - $38.00

Buffet:

$28.00 - $32.95

Plated:

Buffet:


	Coffee-$45/gallon

Soda-$3.00/each

Water-$3.00/each

Pastries-$/dozen

Cookies-$28/dozen

Coffee-$38/gallon

Soda-$2.00/each

Water-$3.00/each

Pastries-$29/dozen

Cookies-$29.50/dozen

Coffee-$40.00/gallon

Soda-$/each

Water-$4.00/each

Pastries-$35.00/dozen

Cookies-$28.00/dozen










