Zonta International District 11, Annual Conference

Fact finding / Request for Proposal

(copy to be submitted to hotel for proposal)

	Zonta Club of
	     

	Club contact:
	     

	Mailing address:
	     

	City, State, Zip code:
	     

	Telephone #:
	     

	Fax #:
	     

	Email address:
	     


Our organization is requesting a proposal from your hotel for our upcoming event.  Each conference is hosted by one of our Zonta Clubs within the district.  There will be a club contact person that your hotel will be dealing with but only the District 11 Governor or her District 11 designee can sign the contract.  The group and event name will be Zonta International District 11 Conference and therefore should be referenced in all documents as such.
	The conferences are generally held the last weekend in September or the first weekend in October depending until any holidays that may be in conflict. (The club must have two dates for the Governor to choose from unless a date has already been given to the club as assigned by Zonta International.)


	 FORMCHECKBOX 

	Arrival Wednesday
	     
	Departure Sunday
	     

	

	 FORMCHECKBOX 

	Arrival Wednesday
	     
	Departure Sunday
	     


	Will the hotel guarantee the same rates for hotel rooms and food service for both weekends?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	

	Hotel
	     

	Address
	     

	City, State, Zip code
	     

	Telephone #
	     

	Fax #
	     

	Contact person
	     

	Email address
	     

	Website address
	     


	Are there free hotel brochures or reference material for the hotel that can be sent to Zontians?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No


	Are there any scheduled events already planned for the dates being requested?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	If yes, describe the events
	     


General information about the hotel and its available facilities

	
	Can the hotel accommodate a conference of 150 people or more?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	Can the hotel block minimum of 65 double occupancy-sleeping rooms?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	Does the hotel have one or two suites available
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	Is there a Board Meeting room available to accommodate 15 persons?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	Can hotel accommodate a luncheon and dinner of approximately 200?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	  If yes, to above question, are rounds of 8 or 10 available?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	Total number of non-smoking rooms available
	     

	
	What types of sleeping rooms are available?

	
	     

	
	Will the Hotel guarantee the room rates for 3 days before and 3 days after conference?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	Will the Hotel be willing to add additional rooms to the minimum if needed?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	If additional rooms are made available before the room deadline date, will they be at the guaranteed rate?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	If a person uses their points, applicable discounts, awards, and/or certificates is that room attached to our room block?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	What is the policy on room rate changes, if a better rate is quoted on site?
	

	
	     

	
	What is the policy on complimentary rooms?

	
	     

	
	The number of rooms required to either get room upgrades or rooms.
	     

	
	Availability of a hospitality suite – Wednesday through Saturday + cost
	     

	
	If a deposit is required by the hotel what is the amount and when is it required?
	

	
	     

	
	What are the termination and cancellation policies of the hotel?

(hotel rooms, meeting rooms, food services, and other that may apply)

	
	     

	
	Are there ADA facilities available? 
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	Does the hotel have a swimming pool?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	  If yes, what are the hours of operations
	     

	
	Does the hotel have exercise facilities?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	  If yes, what are the hours of operations
	     

	
	Does the hotel have spa facilities?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	  If yes, what are the hours of operations
	     

	
	Is there a gift shop?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	Do any of the rooms have kitchen facilities?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	Are pets allowed?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	  If yes, what additional charges are there, if any?
	     

	
	Is there a business center?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	Is there Internet access?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	  If yes, what is the cost?
	     


	
	Will outside food services be utilized for banquets?  Either Zonta Arranged or Hotel Arranged?  Can Zonta have outside food services utilized during this conference?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	Does hotel agree to a 20% attrition rate without a penalty on room block & meals?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	Attrition sometimes referred to as "slippage," can be applied to sleeping rooms and to food and beverage events.

	
	When are the final counts due?
	     

	
	If there are restaurants in the hotel, what types of food are serviced?
	     

	
	Do the restaurants have a private room, and what capacity?
	     

	
	What is the cost of overnight parking?
	     

	
	Are there any parking charges for day guests?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	  If yes, what is the cost?
	     

	
	Which airport is closest to the hotel?
	     

	
	Is there a free shuttle bus to and from the airport?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	 If yes, what are the hours of operations
	     

	
	Do you have an arrangement with taxi/shuttle company?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	  If yes, name, telephone and amount
	     

	
	  If no, do you have an estimated cost from airport to hotel
	     

	
	What is the closest location for shopping in the area?
	     

	
	Is there complimentary transportation to and from the local shopping areas?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	The conference registration chair needs to get periodic rooming lists for verification. What procedures will be used?

	
	     

	
	Does the hotel have unique facilities or entertainment that set them apart from their competition?

	
	     


Billing set up for the Zonta District conference:

There must be two charge accounts set up for this event ~ District charges and Conference charges.  The hotel will be notified which charges are to be posted to the District charge and all remaining charges will be posted to the Conference charge account.  All complimentary rooms are to be credited to the District charge account.

Other general information:

	Information must be submitted to the District Board for approval by
	     

	(The vote will be held at the Board meeting during the Annual District Conference.  Dates vary by each conference so the club needs to check the schedule in order to give the hotel the date that the information is needed by.)

	Since the current Governor will sign the contract with the hotel, what procedures need to be followed to transfer to the new Governor when she takes office?

	     


Rooming requirements

	Day/Date
	Wednesday      
	Thursday      
	Friday      
	Saturday      

	Estimated # of rooms
	     
	     
	     
	     

	Room Rates for:

	Standard single/double
	     
	     
	     
	     

	Standard triple
	     
	     
	     
	     

	Standard quad
	     
	     
	     
	     

	One Bedroom Suite
	     
	     
	     
	     

	Two Bedroom Suite
	     
	     
	     
	     

	Roll away bed fee
	     
	     
	     
	     


The individual attendees will pay for room, tax, and incidentals. The hotel will be notified which room charges are to be billed as a District charge or Conference charge, but attendees are required to pay for incidentals.

	Additional fees (Taxes/resort fees)
	     

	Additional costs
	     
	     


Facilities requirements by day

During the four days that Zonta District 11 Board and Zontians will be meeting the following meetings facilities need to be available.

Type of facilities needed:

	Day/date
	Thursday      
	Friday      
	Saturday      
	Sunday      

	Registration/credentials area
	Yes
	Yes
	Yes
	

	Conference/Board room 
	Yes
	
	
	Yes

	Min. 900 square feet for Zonta store/raffles
	     
	     
	     
	

	Business meetings (ballroom size)
	
	     
	     
	

	Breakout/area meetings (3-4 medium/large)
	
	     
	     
	

	Voting room in odd years (separate room)*
	
	
	     
	

	Welcome reception
	
	     
	
	

	Friday luncheon (large size)
	
	     
	
	

	Saturday luncheon (non-voting years)**
	
	
	     
	

	Banquet dinner  (voting years) (large size)**
	
	
	     
	

	Hospitality (medium if available)***
	     
	     
	     
	

	Memorial Services****(state which day and Morning, Afternoon or Evening)
	
	     
	     
	


*  Voting room can be a small room or one of the breakout rooms can be used instead depending upon cost

 **  Depending upon whether it is a voting year will determined if it will be a Saturday luncheon or evening banquet.  The 

       Governor at her discretion may determine in a non-voting year to have an evening banquet instead of a luncheon.

***  Hospitality room is optional and will be determined based upon cost.

**** The Memorial Services are held either Friday or Saturday depending upon the conference year.  The designated area

        is determined by the club and does not need to be in doors.

Type of arrangements and seating needed: (The size and number of tables may vary based upon of available tables at the hotel)
· Conference/Board meeting room needed to seat 10 to 15 people.

· Registration area needs at least 4 long tables and chairs.

· Credential area needs 1 long table and 3 chairs.

· Zonta store/raffles needs to have long tables and chairs based upon the number of clubs selling product and the number of raffle prizes received.  Configuration of room cannot be determined until just before the event.

· Business meeting room needs to have an upper and lower dais, long tables to accommodate delegates and special guests, theater style seating for the membership.  In the event that the room is big enough long tables for membership would be preferred.

· Breakout rooms generally would be theater style seating but may need round or long tables depending upon the session and must accommodate a minimum of 50 people.

· Voting room for elections will need 2 long tables and 12 chairs.

· Welcome reception will need to be determined upon what will be held.

· Friday luncheon needs to have a dais and round tables for the participants.

· Saturday luncheon if held would have the same requirements as Friday luncheon.

· Banquet dinner needs to have an upper and lower dais and round tables for participants.

· Hospitality room if available needs comfortable seating for those using it.

Meeting rooms detail by day

Facilities by day:

	Day/date
	Thursday      
	

	Function
	Number of people
	Times
	Type of facility needed (Conference/Flow/Theater)

	Board meeting
	     
	8am-5pm
	Conference

	Registration/credentials
	     
	     
	     

	Zonta store/raffles
	
	     
	     

	Hospitality room (if available)
	
	     
	     

	
	
	
	


	Day/date
	Friday      
	

	Function
	Number of people
	Times
	Type of facility needed (Conference/Flow/Theater

	Registration/credentials
	     
	     
	     

	Business meeting
	     
	     
	     

	Breakout room #1
	     
	     
	     

	Breakout room #2
	     
	     
	     

	Breakout room #3
	     
	     
	     

	Breakout room #4
	     
	     
	     

	Zonta store/raffles
	
	     
	     

	Hospitality room (if available)
	
	     
	     

	
	
	
	


	Day/date
	Saturday      
	

	

	Function
	Number of people
	Times
	Type of facility needed (Conference/Flow/Theater

	Registration/credentials
	     
	     
	     

	Voting (odd years)
	     
	     
	     

	Business meeting
	     
	     
	     

	Confirm with Governor whether breakout rooms will be used and the number required

	Breakout room #1
	     
	     
	     

	Breakout room #2
	     
	     
	     

	Breakout room #3
	     
	     
	     

	Breakout room #4
	     
	     
	     

	Zonta store/raffles
	
	     
	     

	Hospitality room (if available)
	
	     
	     

	
	
	
	


	Day/date
	Sunday      
	

	

	Function
	Number of people
	Times
	Type of facility needed

	Board meeting
	     
	8am-noon
	Conference

	
	
	
	


Food and beverage requirements by day

Discuss with the hotel the room facilities that will be required based upon the food services indicated below.

	Day/date
	Thursday      
	

	Function
	Number of people
	Times
	Notes

	Board member breakfast
	     
	     
	     

	Choose type of breakfast
	
	
	
	

	Continental breakfast
	
	 FORMCHECKBOX 

	
	

	Traditional breakfast
	
	 FORMCHECKBOX 

	
	

	

	Board refreshments AM
	     
	     
	     

	Board refreshments PM
	     
	     
	     

	

	Confirm with Governor whether a luncheon needs to be served or the Board will go offsite

	Board luncheon (if onsite)
	     
	     
	     

	
	
	
	


	Day/date
	Friday      
	

	Function
	Number of people
	Times
	Notes

	
	
	
	

	Conference Breakfast
	
	     
	     
	     

	Choose type of breakfast
	

	Continental breakfast
	
	 FORMCHECKBOX 


	Traditional breakfast
	
	 FORMCHECKBOX 


	

	Break #1 AM
	     
	     
	     

	Lunch type-
	     
	 FORMCHECKBOX 

	     
	     
	     

	Break #2 PM
	     
	     
	     

	Welcome Reception  FORMCHECKBOX 

	     
	     
	If held in hotel      

	Dinner  FORMCHECKBOX 

	     
	     
	If held in hotel      

	
	
	
	


	Day/date
	Saturday      
	

	

	Function
	Number of people
	Times
	Notes

	Conference Breakfast
	     
	     
	     

	Choice type of breakfast

	Continental breakfast
	
	 FORMCHECKBOX 


	Traditional breakfast
	
	 FORMCHECKBOX 


	

	Break AM
	     
	     
	     

	Lunch type-
	     
	 FORMCHECKBOX 

	     
	     
	     

	Dinner/Banquet  FORMCHECKBOX 

	     
	     
	     

	
	
	
	


	Day/date
	Sunday      
	

	

	Function
	Number of people
	Times
	Notes

	Board member breakfast
	     
	Prior to meeting
	     

	Choice type of breakfast
	
	

	Continental breakfast
	
	 FORMCHECKBOX 

	

	Traditional breakfast
	
	 FORMCHECKBOX 

	

	

	Board refreshments AM
	     
	     
	If requested by Governor      

	
	
	
	


Some events are optional for the attendees. Those marked  FORMCHECKBOX 
 may have a different number of people attending.  Information to be requested must include meal prices inclusive of tax and gratuities on the reply form for all meals above.

Choose which type of breakfast is to be offered per day.

Note lunch type- buffet or plated
Additional costs and availability

	AV equipment w/hookups
	     

	35mm projector (per unit cost)
	     

	Overhead projectors (per unit cost)
	     

	LCD projector (per unit cost)
	     

	Screens (per unit cost)
	     

	Meeting room internet access
	     

	Easels (per unit cost)
	     

	Podium / lectern (per unit cost)
	     

	Microphone business meeting room for the dais table
	     

	Microphones business meeting room for the floor (2 pro and con)
	     

	Microphones for each break out room (per unit cost)
	     

	DVD, VCR and TV
	     

	Telephone connection (if needed)
	     

	Audio equipment
	     

	 (Identify)
	     

	
	


	Notes:
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