Information to help complete Basic Information form

This information is provided to assist you in preparing a Convention site bid. The information provided will be used by the Headquarters staff and the Convention Site committee to evaluate your bid. Headquarters will also prepare a cost estimate which will form part of the committee’s evaluation. Cost is an important factor when a choice is made. Other considerations include: location of site and logistics (i.e. proximity of meeting and sleeping rooms, ease of transportation to and from airport, etc.). Please call or email Assistant Secretary Roger Hawks should you need any further information or assistance.
Dates (Thursday-Saturday) for Convention

Select dates in early or mid-October, for the meeting. These dates should not conflict with major campus events such as home football games, which divert local facilities and people away from our Convention.
Transportation


Information on which airport attendees will use at host city and how they will be transported to and from the hotel, meeting site (if different) and campus (bus, van, etc.).

Most attendees will arrive Thursday morning or early afternoon. Those arriving Wednesday (about 30%) will arrive during the evening or night. National Officials will arrive Wednesday. All attendees will depart on Sunday. Use the closest commercial airport.


List:

· Number of airlines and flights per day, 

· Whether the closest airport is a major airport.

· If not, provide the name, code and travel distance to nearest major airport.

· Distance and travel time to hotel, whether a hotel shuttle available and the number and capacity.

· Whether busses are required for transport to/from airport, to/from campus and the cost (per day or hour; minimum # hours)

Hotel


Preferably one hotel will be proposed to house the 450 or so attendees. Multiple hotels make the logistics difficult for the hosts and the attendees as shuttles become necessary. The ideal situation would be for all sleeping and meeting rooms to be in the same location. This eliminates the need for shuttles between the hotel(s) and meeting site.

Hotel rooms will be double occupancy with one bed per person. Sufficient number of rooms with two beds (double/double) must be available. About 25 single rooms (kings) will be needed as well.


Headquarters will provide a rooming list to the hotel so individual reservation cards will not be necessary.


List:

· Whether a single hotel is sufficient.

· If not, the number required.

· Names of all hotels.
· Total number double/double rooms available (225 minimum).
· Cost per room (single/double/triple/quad), tax rate, and any additional charges or taxes.
· Number of sleeping rooms reserved at each hotel (Tues: 7; Wed: 65; Thurs - Sat: 250 each).
· Whether high speed internet is available and the cost.
Meeting rooms


Refer to the attached schedule for approximate times and room requirements. Please note the room seating requirements.


Meeting rooms should all be in the same building. Spreading rooms between several buildings (even if immediately adjacent) presents logistical and time/schedule problems.


List:
· Whether ballroom has banquet capacity for 500 set in rounds of 10.
· Whether ballroom has meeting capacity for 450 set theatre style.
· Whether there are at least 17 other meeting rooms (capacity 20-70 theatre style) or the total number of rooms available and explain how any deficiency will be handled..
· Whether business meeting/meals use same room.
· Whether all meetings/meals at hotel, other sites needed, and the number of rooms at each.
· If meetings are not at the hotel, 

· Which site houses business meeting.
· Which site houses meals.
· How are other meetings distributed.
· Time required to travel between facilities.
Meals

Specific menus do not need to be listed


List:

· Whether there is a restaurant in hotel
· Number of nearby restaurants serving breakfast.
· Range of prices for lunches and dinners (no buffets).
· Amount of the service charge percentage.
Campus Activities

Host chapters will want to bring attendees to campus. This is usually accomplished by transporting everyone to campus for lunch followed by the model initiation and campus tours. Attendees will be returned to the hotel in time for dinner.


List:

· Distance and travel time to campus.
· Whether Saturday lunch will be on campus and location.
· Whether model initiation will be on campus and location.
· Other events planned on campus.

Chapter

Bids are usually submitted by a single chapter. If several chapters are combining resources, one should take the lead.


List:

· Whether a single chapter bidding.
· If not, list all chapters included in bid with the lead chapter first.
· Average number of initiates available to help.
· Average number of active members.
· Number of Advisors.
Other

List:

· Whether Tau Beta Pi is sales tax exempt in state.
· Any additional information.
REH -- 1/06
 SUBMITTING A TAU BETA PI CONVENTION SITE PROPOSAL


The Basic Information form will provide Headquarters and the Convention Site committee the minimum amount of information required to make an informed decision about selecting a site for a future Convention. Sites are chosen by the Convention itself on recommendation of the Site Committee up to three years in advance.  This much lead time is often necessary because local facilities for housing our 450-person meeting are frequently booked years in advance.

The completed form should be included at the front of the bid package sent to the Secretary-Treasurer of the Association by June 1 prior to that year’s Convention. This will allow sufficient time to evaluate the bid prior to its transmittal to the Site committee members on August 1. A total of 50 copies should be shipped to provide a sufficient number for the committee members.

The Site committee meets at the Convention to listen to the presentation and to ask questions of the representatives from the bidding chapters. The Site committee then makes its recommendation to the entire Convention which votes to select a site. Delegates of the bidding chapters are assigned to the committee along with other “disinterested” delegates. 


The bid package should include the following:

· Letter signed by the chapter officers stating their wish to be considered as host chapter for the particular year.
· Letters of support for the invitation from the chapter's advisors, dean of engineering, and one or two other appropriate college or university officials. There is no need for letters of support from the mayor, governor, Chamber of Commerce, or tourist bureau. Photographs, advertising brochures, etc. may be included.
· Proposal from the hotel(s) and other facilities. These should include prices, number of rooms (both sleeping and meeting), and information about facilities. Headquarters will negotiate a final contract once a bid has been accepted.

· Information about the university and local area.

The host chapter is expected to provide plenty of blood, sweat, and tears, but no money.  The chapter may accept donations of money or in-kind services from the host institution.


Further information on hosting a Convention is included on Tau Beta Pi President’s Book pages C-22 and C-23.

REH - 10/05
1991 CONVENTION SITE COMMITTEE RECOMMENDATIONS


Thank you for entering a bid to host the Tau Beta Pi National Convention.  We would like to inform you about the following recommendations proposed by the 1991 Convention Site Committee concerning your presentation at the annual Convention.


It is important that you give a balanced and informative presentation.  Please do your best to be complete; assume that the committee has no prior knowledge of your chapter, school or geographic location.  You should concentrate on your ability to accommodate the Convention, emphasizing facilities and arrangements more so than the merits of your city.  You may consider discussing what each delegate will experience from arrival to departure (i.e. greeting, transportation, tours, etc.).  Your presentation should be characterized by enthusiasm and energy.  Another important factor is the dedication of chapter members.  A summary of chapter activities would help the committee establish the degree of involvement of your chapter members.


Please understand that these are only suggestions to help guide you in the preparation of an interesting, dynamic, and comprehensive presentation.

