
Request For Proposal (RFP) Hotel Convention

1.
Background:
The Organization for Understanding Cluster Headaches (O.U.C.H.) is a 501, c, (3), nonprofit corporation with a membership of over 3,000 members from around the world.  O.U.C.H. was formed and is operated by cluster headache sufferers and supporters strictly on a volunteer basis to assist cluster headache sufferers their families and supporters on an international basis. It gathers annually to provide its cluster headache sufferer and supporter members an opportunity to meet face to face, to meet new Officers and Board Members, be presented with the latest in medical interventions, and to present awards to individuals recognized for their accomplishments in support of the O.U.C.H. Mission and Vision.   

2.
Title of Convention Meeting:  O.U.C.H. Convention 2008

3.
Name and address of organization sponsoring the meeting or event:  Organization for Understanding Cluster Headaches (O.U.C.H.)

4.
Preferred city:
(Local Site Host Fill in City)

5.
Meeting goals and objectives:  The 9th Annual O.U.C.H. Convention 2008 will include: Installation of new Officers and Board Members, Turnover of Responsibilities, Committee Selections, Training for new Officers and Board Members, a Board Meeting, Member Sessions, and Awards Banquet.

6.
Meeting dates:
 
7.
Types of properties preferred:  Airport or downtown hotel served by complementary shuttle to and from the airport

8.
Projected sleeping-room block 

a.  Arrival/Departure dates for advanced party 07-09-2008/07-14-2008

b.  Arrival/Departure dates for Members 07-10-2008/07-13-2008

c.  Meeting Start/End dates 07-11-2008/07-13-2008

d.  Dates firm, not flexible

e.  Room Flow:  Total Rooms by Day/Date

Day 1:
5 
Wednesday
07-09-2008

Day 2:
15
Thursday 
07-10-2008

Day 3:
50
Friday
07-11-2008

Day 4:
50
Saturday
07-12-2008
 Check Out Sunday a.m.

Day 5:
5
Sunday
07-13-2008
 Check Out Monday a.m.

* 1 Hospitality Suite located as close as possible to conference facilities. (O.U.C.H. staff discounts if available) 

* Single and Double Occupancy Rooms (Double & King/Queen size beds) must have sufficient number of smoking rooms available 

9.
Desired Rate Range/Quotation from hotel: Group Room Rates Comparable to US Government Joint Travel Regulation Rates for selected city.

10.
Daily review of meeting space requirements and usage: 


(See attached draft Convention Schedule of Events)

Day 1:  Wednesday 
07-09-2008
None

Day 2:  Thursday 
07-10-2008
Meeting Rm. for 20 9 am-5 pm

Day 3:  Friday
07-11-2008
Meeting Rm. for 20 9 am-noon

Day 3:  Friday
07-11-2008
Conference Rm. for 100 all day

Day 4:  Saturday
07-12-2008
Conference Rm. for 100 all day 

Day 4:  Saturday
07-12-2008
Banquet Rm. for 100 6-10 pm  

Day 5:  Sunday
07-13-2008 
None 

Conference Room est. 2000 sq ft., Includes private screened off area at rear of room with chair for Oxygen Therapy, registration area outside Conference Room with table and chairs, signage, and social meeting area where smoking is permitted with tables and chairs for 40 people.  The Social Meeting Area should be covered or have covered tables if outside.

11.
Day-by-day meeting schedule:
(See attached draft Convention Schedule of Events) 

Day 1:  Wednesday 
07-09-2008
P.M. Check-in, No Scheduled Events

Day 2:  Thursday 
07-10-2008
Board Meeting 9 am-5 pm

Day 3:  Friday
07-11-2008
Board Meeting 9 am-noon

Day 3:  Friday
07-11-2008
Conference 1:00 pm – 5:00 pm

Day 4:  Saturday
07-12-2008
Conference 9:00 am – 5:00 pm 

Day 4:  Saturday
07-12-2008
Banquet 6pm - 10 pm  

Day 5:  Sunday
07-13-2008 
None 

12.
Food-and-beverage functions:  (include type of function, number of expected attendees, any special dietary requirements, and day of each function. Also, include food and beverage history, if possible.)

13.
Your meeting's history:  

2005 Crowne Plaza Hotel, Dallas, TX 100 attendees


2006 Country Springs Hotel, Milwaukee WI 80 attendees


2007 Double Tree Hotel, Richmond, VA 72 attendees

14.
Preferred mode of response:  Phone notification and e-mail with intent to respond to RFP sent to Local Site Host, E-mail proposal to Local Site Host with Cc to O.U.C.H. Convention Committee Chairman.

15.
Name and contact information of person(s) in charge: 


Local O.U.C.H. Site Host:



Name:


Address:


Phone Number


Email Address

O.U.C.H. Convention Committee Chairman:



Name:  


Address:


Phone Number: 


Email Address: convention@ouch-us.org

Hotel Conference Services POC


Name:  


Address:


Phone Number:


Email Address: convention@ouch-us.org

16.
Schedule and procedure of site inspections, final decision-making, and contracting


RFP-Proposal Schedule


(1).
RFP Distribution Date to Vendors: 10-30-2007 


(2).
Email Confirmation from Vendors with Bid Intention: NLT 11-12-2007


(3).
Questions from Vendors & Site Inspection:  NLT week of 11-19-2007


(4).
Responses to Vendors:  2 working days following receipt of questions 


(5).
Proposal Due Date 11-30-2007


(6).
Target Dates for Review of Proposals: Week of 12-3-2007


(7).
Final Vendor Selection Discussion(s):  Week of 12-10-2007


(8).
Anticipated final decision and award: 12-14-2007


(9).
Desired Start Date for Advanced Room Registration: 12-16-2007


(10).
Desired Cutoff Date for Advanced Room Registration:  6-24-2008 


(11).
Desired Cutoff Date for final headcount to finalize Food and Beverage arrangements: 6-24-2008

17.
Services Requirements and Quotation/Proposed Pricing


Conference, Meeting, and Banquet Rooms:

*
Conference Room for 100 attendees from 1:00pm to 6:00pm Friday, and all day Saturday from 9:00am to 6:00pm with Coffee Bar, Juice, and bottled water.

*
On-site AV Services for Conference Room including Podium, PA system, Projector Screen, and separately priced option for projector with PC and Mac video interfaces

*
Board Meeting Room for 20 attendees from 9:00am to 6:00pm Thursday and 9:00am to 11:30 Friday with Coffee Bar, Juice, and bottled water

*
Banquet Facility for 100 attendees

Food and Beverage Services:

*
Working Lunch Thursday – 20 attendees

*
Continental Breakfast Saturday – 100 attendees

*
Buffet Lunch 11:00am to 1:00pm Friday and Noon to 1:00pm Saturday – 100 attendees

*
Banquet Meals Saturday Night – 100 attendees (Price separately with choices for 2 or 3 meal options [meat, chicken, salmon entries] with price breaks if applicable for 75 and 100 meals.

*
No-Host Bar Friday 5pm-6pm in Conference Rm. 100 attendees

*
No-Host Bar Saturday 6:00pm – 9pm in Banquet Rm. 100 attendees

18.
Deadline for Proposal Submission:
We request proposals be submitted not later than 15 days after RFP issued.  Assuming an RFP issue date of 30 Oct 2007, proposals will be due to the Local Site Host, not later than 30 Nov 2007.

19.
Attrition clause issues:
 Please provide any attrition clauses.

20.
Additional Detailed Needs:
* Complimentary shuttle service to and from airport

* Medical Oxygen Tank Storage Area

* Social Gathering Room/Covered Patio area where smoking is permitted

