SITE SELECTION & NEGOTIATION
	General Considerations

	· The conference co-chairs should consider the following:

· Geographical location:  travel accessibility by highway and local transit; limousine or shuttle service to/from the airport

· Exhibit space (size, table sizes, ease of flow of delegates, obstacles, distance from sessions and registration area, etc.)
· Numbers and types of function rooms 
· Number of sleeping rooms to be blocked; for sponsoring chapters outside the GTA, 60-75% of delegates will be out-of-towners who may need accommodation; for sponsoring chapters in the GTA, 40-50% of delegates may need accommodations

· Range of conveniences the hotel / university / college can provide

· No renovation slated during the conference (a guarantee should be obtained in the contract)

· Availability and price of parking

· Rooms or hospitality suite that are complementary

· Additional expenses for meeting rooms or equipment (e.g. screens, LCD projectors, etc.)

· Suitable location for evening socials (e.g. a banquet); projected numbers for events will help in planning / reserving rooms
· Costs of additional services such as security, AV, power, exhibit set up, additional waiters/waitresses, use of loading dock elevator, etc.

	The Place

	· The conference co-chairs should visit the location in person and check for the following:

· Bright décor, property in good repair

· Access and facilities for physically challenged delegates

· Other groups that may be in the facility during the conference

· Reputation for food and service; ask for references to past conferences who may have used the facility

· Entertainment centres in the venue that may, by volume of sound or numbers of people, interfere with the conference program

· Recreational and fitness facilities that will be available to delegates; obtain information that can be posted on the Links area of the MCIS conference.

· Other nearby facilities, e.g. restaurants, attractions, accommodations
· Cancellation policy and late arrival policy of the site

· Guarantees that are required (money, numbers of delegates, number of hotel / residence rooms) and the due dates

· Policies regarding liquor and mixes, bars, bartenders, corkage charges, receptions, dinners

· Room charges; arrange that all charges be itemized and that delegates’ and speakers’ personal charges are charged to them; it is recommended that delegates make arrangements for their own accommodations, separate from the conference registration


	Meeting Rooms

	· Conference co-chairs should check on the following:

· Availability of large rooms for plenary session to accommodate 500-1500 delegates

· 25 to 30 session rooms of varying capacity

· Availability of rooms designated as Technology (with internet access), Host Chapter, Student Volunteers and Speaker Lounge

· Adequate hallway space to permit ease of delegate mobility between sessions

· An exhibit hall for 50 to 85 exhibitors

· Availability of a banquet room, either on site or close to the site.

· A central location large enough to accommodate 6 registration tables (4 pre-registered, 2 on-site), a hospitality booth, and any other hub of activity deemed necessary

· Lighting and heat controls in each room

· Noise control for heating and cooling systems

· Soundproof meeting rooms; be concerned as to the placement of speakers, AV equipment, etc. to avoid one session interfering with another; in divided rooms, leave an empty buffer room between occupied rooms if this is possible

· Distractions or obstructions in meeting rooms

· Electrical outlets for AV equipment, location of internet ports and reliability of wireless internet (consider lower level rooms and cement walls) in meeting rooms and registration and exhibit areas; check for additional costs for extension cords, duct tape to safely secure wires and power usage

· The availability of AV equipment (e.g. extension cords, LCD projectors, computers, overhead projectors, etc.) and equipment rates

· Security of exhibit and meeting rooms; possibility of locking rooms if exhibitors or speakers wish to leave items there

· Negotiated rate for plenary session rooms, breakout rooms, banquet rooms, coffee service, cash bar, security for exhibits, maintenance assistance

· Adequate rest rooms and their locations

· Signage needed; consider professionally produced signage; how much is needed; the cost; where signage can/can’t be posted and with what type of adhesive

	Guest Rooms

	· Conference co-chairs should consider the following:

· Number of rooms – single and double required

· Rates; try to obtain discounted or upgraded rates

· Clean and freshly decorated rooms

· Available room service

· Availability of non-smoking rooms

· Access and facilities for physically challenged delegates


	Insurance

	· A guarantee of liability insurance is increasingly required by facilities.  Contact the OAME/AOEM Executive Director(s) regarding obtaining such guarantees.

	Other

	· Obtain floor plans, menus, brochures, names and phone numbers of Catering or Banquet Manager, AV Manager, Sales Person, General Manager.


	Number of months prior
	The following should be carried out, at the latest, by the number of months prior to the conference as indicated in the margin.

	30-26
	· The proposed conference co-chairs will select a conference site based on the convention’s purposes and objectives.  The site should provide ease of movement for large numbers of people as well as facilities for recreation.

	26-24
	· At the first negotiation meeting (not the original site selection meeting), the conference co-chairs should take a profile of an OAME/AOEM conference to provide a professional image of the organization.  (You may wish to bring an OAME/AOEM promotional brochure, a previous year’s annual conference program, etc.) The facility is as anxious to know about you as you are to know about them.  
· The conference co-chairs should negotiate as much as possible.  Consider the following:

· No cost for a large room if a meal is served in that room

· No cost or reduced cost for some or all meeting rooms if a large block of guest rooms are reserved and/or a minimum food and beverage order is placed

· Availability of discount for wine at social events if agreement is made to use small quantities of left-over wines from other conventions or events

· Free VIP rooms due to large block of meeting and guest rooms booked and/or food and beverage order

· Complimentary whiteboards, easels, flip charts and markers, and AV carts in all rooms

· Free or designated parking for delegates; need for a sticker to be provided in the conference kit

· Preferred package for speakers (e.g. free passes, etc.)

	23-20
	· The conference co-chairs sign the contract following the approval of OAME/AOEM Board of Directors of the application to host the conference.

	15
	· The conference co-chairs determine the key people who will liaise with the facility (e.g. Conference co-chairs, Facilities chair, Exhibits chair and Program chair).  This is to control arrangements and costs, eliminate confusion, and maintain consistency.

	14-0
	· Key people maintain communication with the facility.

	-1
	· The conference co-chairs and key people meet with the facility for debriefing / negotiating session; this provides conference members with the opportunity to clarify any contract issues before payment

· The conference co-chairs send letters of appreciation to appropriate people
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