      			
			REQUEST FOR PROPOSAL
   	  ALABAMA TOURISM DEPARTMENT/WELCOME CENTER RETREAT

March 11, 2016

[bookmark: _GoBack]PURPOSE:  The following meeting spec sheet is intended to provide qualified, interested parties information, which will enable them to respond with a detailed proposal to provide hotel and meeting facilities for the 2016 Welcome Center Retreat.  Seeking dates for October or November 2016. 2015 dates were November 8-10.

1. EVENT PROFILE: The purpose of the annual Welcome Center (WC) Retreat is for Welcome Center employees to meet with tourism partners from around the state. Also, it is an opportunity for the host city to showcase their area to the front line Welcome Center employees from the 8 Welcome Centers operated by the Alabama Tourism Department.  

2. ATTENDEE PROFILE: Welcome Center employees are from all over the state. Additionally attendees are tourism partners from hotels, attractions, chambers and CVB’s. 

3. ARRIVAL/DEPARTURE PATTERN -  Arrival is typically on Sunday afternoon and departure Tuesday after lunch. 

4. ANTICIPATED SLEEPING ROOM NEEDS - 23-28 sleeping rooms are required to be sponsored by host city for the Welcome Center Employee for two nights. The majority are double/double with two employees per room. There are a few exceptions due to health issues, etc. History in Tuscaloosa was for 24 Welcome Center Employee and Alabama Tourism Department staff rooms. 

Additionally there needs to be a room block for tourism partners. For the 2015 Retreat there were 25 partners attending with over half staying overnight in Tuscaloosa.  

Rooming list will be provided for reservations involving the Welcome Center Staff and Alabama Tourism Department staff.
  Partner reservations are at the property’s instructions to partners.

5.. AV Needs .Power Point capability and live internet connections requested. Podium for speaker and adequate sound system.


6. Registration Fees:. Host City/Tourism Organization collects registration fees to offset costs of rooms, meals, tours, entertainment, etc .
In 2015 they were $150 per table space and registration for partners.. Welcome Center staff and ADT employees do not pay registration fees.  Host City/Tourism Organization will work with Alabama Tourism Department to set the 2016 registration fee for partners. 

7. Billing Instructions: Host City/CVB’s are responsible for payment to hotels and other vendors used for hosting the retreat. The Alabama Tourism Department will assist in gathering sponsors for the Retreat. Host City/Tourism Organization may solicit local sponsors. 

PROPOSALS WILL BE EVAULATED ON THE FOLLOWING INFORMATION:

1. Meeting space for 75-80 people
2. In house lunch and breakfast space for 75 people
3. Off site tour options for Welcome Center Staff
4. Location of lodging facility to meeting space
5. Convenience of parking and getting to the destination

Pattern and meal requirements 
Check in on Sunday – out on Tuesday.  Welcome Center Employees and staff -  25 rooms for two nights
Partner room block with a special rate – 25 Sunday night, 20 Monday night
Lunch suggestions on Sunday (not hosted, just available close by and to be paid for by travelers. 
Monday Breakfast  - 75
Monday Beverage Break 75
Monday Lunch Buffett – 75
Tuesday breakfast 50

Meeting room set up
30 tables  - skirted with two chairs each for partners
3 tables, skirted for Alabama Tourism Department Gift Shop Items
Classroom style for 75-80 
Podium,  sound and AV set up

Registration – Sunday and Monday with Host City/Tourism Organization staff

Site Inspection:
One site inspection for meeting planner.

Other Info: Tuscaloosa’s economic impact from hosting the event was estimated at over $80,000. 

Submit Proposals to Debbie Wilson Debbie.wilson@tourism.alabama.gov by April 15, 2016. If you have questions, please call 334-353-4516. 




  


gt o porosas
LA TOURSN DEPARTMENS WELCONE CENTER RETREAT

[ ey,
o T T

L EVENT PROFLE Th s o s Weloe G (WO Rt
ek et e P S
ety ot oy s e e b
W ek oo o e Wk e r e e s
psrats

£ ATTENDEEPRORLE: Wokcom ot cploes e v e
sty e e o o o R S, s 0

5. ARRIVAL DEFARTURE PATTERN. At b sy o oy e sod
prun e s

e ——
Spmara by bty e okt e o s T
e oot o T o
e nd A Tt et

ity et o e ek s Frth 2015
e o g e S

et s e ek o
Pt eaton o gy srcions o parnrs.

Pt e nd i o e

 Besstion s oty T O ot et s 0



