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2005
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In this webinar we'll cover:

What tools are available for sourcing
What to include in your RFP

What to ask for in concessions
Where to send the RFP

What to expect from the Venue

How do you compare the responses you
receive & make a decision



Polling Question:

Does your company or organization have a
RFP process policy in place?

A) We have preferred properties
B) | don’t know!
C) No policy, individuals can search on their own
D) Meeting sourcing policy in place



Polling Question:

How do you send out RFP’s now?

a) Reach out to individual properties

b) Use established National Sales office
contacts

c) Use aservice like CVENT/Starcite
d) Other method such as third party or rep firms



Avallable Resources for Sourcing

Online Tools

— CVENT

— Starcite

Using a 3'd party search firm

— Often their services are at no cost to the
planner as they are compensated by
commission from the hotel

Target specific properties/brands using online
RFP forms on individual hotel websites

Use the Brands’ National Sales Offices’
(NSO’s) or Convention & Visitor Bureau
(CVB’s)

New real time options-just starting in the
marketplace, i.e. Worktopia



The Goal? Streamline the Process

When you are sourcing a wide range of
properties, don’t waste time calling each
property regurgitating the same meeting
details each time

How can the process be streamlined to
save you time & energy?

What about consistency in what you ask
for & what you share with each property?

* Professional RFP shows you have your
act together!



What to include in your RFP?

 The Basics:
— Who is your organization?

 Where are you based, who is your
company/association/organization and
what do you do?

— Dates

 Are they flexible or no?

o Consider different patterns for lower rates
— Number of guest rooms per night

* Show per day needs not just total room
nights

 Think about If staff will have to come In
early for prep



What to include in your RFP?

e The Basics continued:

— Meeting space requirements per day

* Indicate number of rooms needed & the
set for each room (including how many

people)
e 24 hour hold on space needed?

 Will you need the space locked when
you're not in the room?

— Food & Beverage functions per day

 Will you require a separate room or will
you eat in your meeting room?

« Will you do plated or buffet?



What to include in your RFP?
 The Detalls

— AV requirements
o Will this effect your meeting room set up?

e Do you have your own AV company or will
you require the hotel’s vendor?

— Attendee profile

 Who's attending your event? Are they high
level executives or trainees?

e |s attendance required or elective?
— Any evening or off site events?
— Budget range? Will you require per diem?



What to include in your RFP?

e The Detalls, continued.

— Special requirements of your group

* Do you have “green” requirements the
property must fulfill?

« Special dietary requirements, i.e. Kosher?

— What is important to the success of the
meeting & can the hotel help you meet the
demands?

— Tell the hotel your decision process: What is
your timeline for making a decision?

— What is your selection process? Will you
conduct site tours?



What to include in your RFP?
e The Detalls, continued.

— What specific venue guestions might you need
answered?

» Closest airport & transportation costs, does hotel
have a shuttle?

« Parking fees

* Will the property have any renovations over your
dates?

— International Meetings
» Check for holidays in destination country
» Ask about Country specific rules/regulations
» Ask about customs/shipping charges you may incur

* Does the hotel work with a DMC that might facilitate
any of your group needs?



he ‘Big Money’ Topic-Concessions!
 What is appropriate to ask for based on the size & scope
of your meeting?
 What are suggestions for concessions?
— 1 per 40 comp
— Complimentary meeting space
— Higher attrition allowance percentage
— Complimentary 1 hr reception
— Staff rate rooms
— Upgraded rooms at the group rate
— VIP amenities
— Free parking
— Discounted internet costs
 What is important to you? What adds value for you?

 When negotiating concessions remember give & take, if
you want more concessions what can you offer the hotel
In return?



The Template



OK, You have an RFP, where do you send it?

» Does the meeting need to be in a specific city? Or are
you flexible?

— If you're flexible, what should you consider?

» Climate: will this have an impact on any activities
planned?

 Where do your attendees want to go?
 |s budget important? Off season is a great value!

 Lift: Consider the cost of flights into various cities

— If you hold in a specific region will you be able to
save on flights for drive in attendees?

* Do you have specific venues that would be a good fit?

— Do you need an amphitheatre? A golf course? Exhibit
space?

— Conference Center vs. Hotel
* Consider the City vs. Country dynamic



What to expect back from the Venue?

The response in the format you requested!

— Do you want a formal proposal from the hotel in their
format or do you have your own?

— Many hotels now use an online proposal format

» This often includes lots of property information &
links to menus, floor plans etc

Do you have a timeline for when you expect a response?
If so be clear on the RFP when the response is due back
to you.

Creating your own template for responses to your RFP’s
gives the hotel guidelines for the information you want to
receive, guarantees you get the responses in your
preferred format, as well as all the information you need
to make a decision.

You can also ask to receive menus and AV price lists
back with your RFP response in order to facilitate your
budgeting process.



Polling Question:

How often do you negotiate with a venue
or do you make a decision from the
Initial proposals?

A) Negotiate 100% of the time
B) 50% of the time

C) 0% of the time-pick a venue from Initial
proposals



How do you compare the responses?

e Think about how you will make a decision
before you send out your RFP

— For example, you can ask for the responses

In a excel format if you plan to compare in a
spreadsheet

« What if you have CMP & A la carte pricing
options?

— The CMP is the complete picture, so take a look at
what items are included in the package & tally up
those costs at the a la carte facility so that you can
compare apples to apples!

— Remember meals in a package might not be private
— Packages could be per person not per guest room



How do you compare the responses?

The Meeting Budget

— Need to know your budget so that you can compare
venues and pick a property within your budget

— Look at all costs:

— For example take a 100 person 3 day
meeting, what if the rate is $20 lower at one
property than another, so on face value you
could save $600 by choosing that venue, but if
you look at the AV price list they charge
$1,000 for an AV technician where the other
property includes it at no charge.

— Another example, one property offers a 5%
F&B discount, but their service charge is 23%
and the other venue only charges 20%

— Create a spreadsheet & plug in the costs for
guest rooms, meeting space, AV, F&B etc and
compare the bottom line, not just the room
rate and/or meeting space rental charges.



The meeting budget cont:

Leave room in your budget for contingencies.

— On site needs that pop up, i.e. additional fees to reset the
room on a quick turn because your boss wants to change
the agenda, or an impromptu working lunch, etc.

— Don't forget taxes, service charges, resort fees etc

EMCVenues uses our own custom side by side
comparison tool that we have developed over the years.
We compare meeting specific information as well as
property information and amenities. The following is an
example of our comparative format.



EMCVenues Side by Side



Now how do you pick a venue?

The best price vs the best value?
The best fit?
Reputation?
The relationship with hotel, brand and/or sales person?
Availability?
Consider asking for advice!
— Social networking options-LinkedIn, Twitter, MeCo etc.

Only you know what is important to your group, but
finding a venue offering a good value in addition to being
the type of facility that fits your needs are both important
factors to take under consideration.

Often it's a combination of the factors above; however,
some groups just need the lowest price or the property
that can accommodate specific meeting requirements.






