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Request for Proposal
Date:



January 26, 2012
Return to:
Ellie Hurley

Sr. Conference Manager – FICP

Phone: 312.673.4716  Fax: 312.673.6990

Email: ehurley@ficpnet.com
Response Date:

No later than February 29, 2012
Decision Date: 

No later than May 31, 2012
Name of Group:
 
Financial and Insurance Conference Planners (FICP)
Name of Meeting:

2015 FICP Annual Conference

Preferred Location(s): 
Will consider most all North America destinations.  East of the Mississippi is preferred (due to 2014 destination), but not required.  Close proximity to a major airport is important.
Preferred Date(s):

November 15 – 18, 2015
Estimated Attendance:
700+ (250 meeting planners, 375 hospitality partners, 75 speakers, staff, other)
Association Profile
FICP is an individual membership association for meeting planners employed within the insurance and financial services industry. The association exists to provide high-quality information, education and networking to financial and insurance meeting professionals, increasing their success and strategic value within their companies and in their careers. 
FICP maintains a close relationship with hospitality partners who serve our industry and uniquely provides a balanced planner-to-hospitality partner ratio to maximize the intimacy and relationship building within our business environment.
2015 Annual Conference Profile
This meeting is an annual business meeting for its planner members to discuss the affairs of the association as well as providing a forum for discussion with its hospitality partners and fellow members to address current day best practices and issues affecting the insurance and financial conference planner’s industry.  
This is a meeting that offers a full range of learning opportunities through solution sharing sessions, workshops and specific industry topic educational breakouts, as well as a table top trade show and networking events.  In addition to providing a forum for the education of the meeting planner, the Annual Meeting provides a venue for our members to develop their business relationships within the meeting planning and hospitality industry.  FICP is known for offering the lowest ratio of supplier attendance to meeting planner attendance.
Please don’t be alarmed by the length and contents of this RFP. This document is meant to expedite the contracting process ahead of time, should your venue be selected for the Annual Meeting.   
Hotel profile:
Any hotel that would be considered by the association to host an Annual Meeting must be in the business of working with the insurance and financial services meeting planning industry with group business being a high percentage of their market.  The Host Hotel must be able to offer a high-quality product (equivalent to a 4 – 5 star property) and superb convention services and staffing with a fairly significant amount of meeting space, a variety of sleeping room accommodations, recreation, a health club and cultural activities of interest either on-property or in close proximity.
Deciding Factors:

In general, key deciding factors are (in no particular order): 

· Profile and destination matches our needs.

· Meeting space flow
· Room rate and agreement to concession list

· An FICP Education Forum or Annual Conference has not been held there, or in close proximity, in a number of years.
· FICP partnership history
We ask that you and fellow suppliers involved in this bid process, keep this FICP site discussion in confidence, that you do not share with other cities/locations the knowledge that FICP is discussing the process with you.  

Local support:
While it is not crucial that your location have an active Convention & Visitors Bureau/Authority that is proactive in its marketing of your area, it does help the bid process when it is known that the local hospitality vendor community is supportive of the association and understands the possible attributes of hosting the FICP Annual Meeting.  It is becoming more crucial in the bid process to have an indication of what events could be sponsored by local partners; therefore any information regarding local partner participation would be most appreciated.  Please reach out to Ellie Hurley if you would like a better understanding of the potential for partner support.
FICP Annual Meeting Host Locations and rates:
	99 = Boca Raton Resort, Boca Raton, FL, $125
	07 = Fairmont Princess, Scottsdale, AZ, $149

	00 = The Broadmoor, Colorado Springs, CO, $140
	08 = Fiesta Americana, Cancun, Mexico, $140

	01 = The Atlantis, Nassau, Bahamas, $125
	09 = Sheraton Centre, Toronto, ON, Canada, $165

	02 = The Westin Seattle, WA, $145
	10 = Fontainebleau, Miami, FL, $179

	03 = Gaylord Palms, Orlando, FL, $149
	11 = Grand Hyatt San Antonio, $175

	04 = The Grand Wailea, Maui, HI, $145
	12 = JW Marriott Los Angeles at LA Live, $189

	05 = Marriott Marquis, NY, NY, $149
	13 = Sheraton Boston Hotel, $199

	06 = Caesars Palace, Las Vegas, NV, $149
	14 = Hilton Waikoloa Village, $175


History of FICP Annual Sleeping Room pickup
	Day
	2000
	2001
	2002
	2003
	2004
	2005
	2006
	2007
	2008
	2009
	2010
	2011

	Thur
	9
	27
	10
	21
	34
	15
	7
	10
	13
	6
	16
	15

	Fri
	23
	74
	64
	53
	122
	54
	48
	78
	77
	31
	46
	53

	Sat
	180
	272
	251
	224
	320
	272
	210
	347
	327
	175
	241
	256

	Sun
	468
	474
	529
	499
	493
	534
	542
	634
	586
	488
	629
	687

	Mon
	490
	494
	529
	506
	486
	550
	561
	633
	599
	496
	640
	702

	Tues
	481
	487
	506
	494
	481
	528
	544
	630
	600
	482
	577
	680

	Wed
	416
	459
	444
	443
	444
	484
	453
	547
	542
	72
	147
	125

	Thur
	19
	140
	30
	70
	151
	90
	32
	69
	103
	15
	13
	5

	Fri
	7
	57
	4
	20
	75
	18
	9
	28
	43
	3
	2
	1

	Sat
	4
	29
	2
	8
	38
	7
	4
	13
	15
	1
	1
	0

	Total
	2102
	2530
	2372
	2348
	2626
	2558
	2428
	2989
	2905
	1769
	2312
	2512


Note: 2009 was the first year the conference ended at 12pm on Wednesday vs. Thursday.
Room block:
Based on Sunday to Wednesday pattern, FICP anticipates the following room block:

	Thursday
	20
	Monday
	715

	Friday
	65
	Tuesday
	700

	Saturday
	300
	Wednesday
	200

	Sunday
	700
	Thursday
	20

	
	
	TOTAL
	2720


Estimate food and beverage spend by FICP: $250,000++
TENTATIVE ANNUAL MEETING PROGRAM WORKSHEET

This is a shell of the meeting, designed to give an idea of the meeting space required so that the host hotel can understand the general overview of the program.  Days of the week are suggested but may be altered to meet room & space availability.
SCHEDULE AT A GLANCE (specific space needs listed under the concession section of the Proposal Form)
Thursday 

Time (all day)

· Staff office set up, shipment check in (office available until Wednesday, 11:59 p.m.)
Friday

Time (all Day)

· Staff office 

· Production team arrives and begins set up of general session room

· Registration area set up begins
Saturday

· Staff office 

· Board Meeting

· General session set up continues

· The Network (table top tradeshow) set up begins

· Registration area set up continues

· All other meeting space should be available starting Saturday with a 24 hour hold until Wednesday pm.
Sunday

11:00 a.m. – 7:00 p.m.

· Registration and Group Arrival in Operation

· Hotel Peak Check-in 

Afternoon
· 1st Timers Orientation 

4:00 p.m. – 6:30 p.m.

· The Network (table top tradeshow)

6:30 p.m. – 9:30 p.m.

· Opening Reception / Dinner (typically offsite, but host hotel may choose to hold it)
Monday

7:00 a.m. – 8:00 a.m. 

· Breakfast

8:00 a.m. – 10:00 a.m.

· General Session #1 
10:00 a.m. – 5:00 p.m.
· Breakout Sessions –  6+ session rooms 
12:00 p.m. – 1:30 p.m. 

· Lunch 
6:00 p.m. – 9:00 p.m.

· Evening Dinner & Entertainment  (offsite)
Tuesday
7:00 a.m. – 8:00 a.m. 

· Breakfast

8:00 a.m. – 10:00 a.m.

· General Session #2

10:00 a.m. – 5:00 p.m.
· Breakout Sessions –  6+ session rooms 
12:00 p.m. – 1:30 p.m. 

· Lunch 
7:00 p.m. – 11:00 p.m.
· Closing Dinner & Entertainment (typically hosted by the host hotel, but hotel may choose opening night)
Wednesday

8:00 a.m. – 9:00 a.m.
· Breakfast 

9:00 a.m. – 12:00 p.m.

· Closing General Session

10:00 a.m. – 12:00 p.m.
· Possible Breakout Sessions –  6+ session rooms 
12:15 p.m.

· Lunch to go
1:00 p.m. – 11:59  p.m.
· General session room tear down

Request for Proposal Form

Group Name:
FICP
Name of Meeting: 2015 FICP Annual Conference
Hotel: 
_______________________________________________________________________







 

Sales Contact/Title:  _____________________________________________________________ 



Address:  ______________________________________________________________________



City/State/Zip:
_________________________________________________________________

Phone:
___________________________________________


Fax:      ___________________________________________

E-mail:
____________________________________________


Date Submitted: _____________________________________

Proposal Information

Dates*
Options

________________________
_____________________
1ST Opening
________________________    _____________________
2nd Opening
*Please offer your best available set of dates, and hold sleeping rooms and function space on a tentative basis. 

Can you confirm that these dates are held for FICP on a tentative basis:  Y  N
Note:  If you have more than one set of dates available, please list here.  However, we understand you are only holding the set of dates noted above.

If yes, please indicate the following:

Hotel is proposing $___________Single  $____________Double

Hotel is proposing the following Suite Rates:

Type:  ________________________   $______________

Type:  ________________________   $______________

Type:  ________________________   $______________

SPECIFICATIONS FOR / CONCESSIONS FROM HOST HOTEL


Outlined below is a checklist of suggested concessions that FICP would like the host property to consider.  

Please provide a check mark indicating your “accept”, “reject” or have the item “under consideration”. Please add comments in another text color, if necessary, but do not change verbiage in requirement.

1.  Meeting Space (All meeting space to be assigned at time of contract; please include floor plans and suggested rooms for the below).  All space assumes 24 hour hold.
A. (1) Ballroom: 40,000 square feet.

i. Used for general session, meals and The Network
ii. Friday morning – Wednesday 11:59 pm
OR


(1) Ballroom: 25,000 square feet.

iii. Used for general session and meals
iv. Friday morning – Wednesday 11:59 pm

And

(1) Ballroom: 25,000 square feet.

v. Used for The Network
vi. Saturday morning – Sunday 11:59 pm

B. (7+) Breakout rooms, averaging 1500 square feet each.

i. Used for breakout sessions

ii. Saturday pm – Wednesday, pm

C. (2) Breakout rooms, each around 6000 square feet

i. Used for exchange meetings (may also be used for first timers)
ii. Sunday am – Tuesday pm

D. (3) Offices and/or board rooms, averaging 750 square feet each

i. Used for ad hoc meetings 

ii. Friday am – Wednesday pm

E. (2) Offices, 750 square feet (exact size not important)

i. Used for staff office and storage room

ii. Needs to be centrally located 

iii. Thursday am – Wednesday, 11:59 pm
F. (1) Foyer area/Pre function space, 10,000 square feet

i. Used for registration, silent auction, internet kiosks, photo booth, etc.

ii. Friday am – Wednesday 11:59 pm
G. (1) Reception/Dinner area, for 600 – 800 people.

i. See # 2 below

Accept: ___


Reject: ___

Under Consideration: ___

2. The Host Hotel is being asked to sponsor either the first night reception dinner or the final evening gala reception and dinner for FICP delegates, guests and Hospitality Partners, each including about 700 attendees.

Accept: ___


Reject: ___

Under Consideration: ___

3. Sponsorship at the 2013 and 2014 Annual Conferences at a minimal amount of $40,000 per conference (suggest breakfast or lunch).

Accept: ___


Reject: ___

Under Consideration: ___

4. Discount of at least 15% off 2015 published menus.

Accept: ___


Reject: ___

Under Consideration: ___

5. Provide complimentary coffee, tea, sodas and water refreshments for the FICP staff room and AV production room (or backstage).

Accept: ___


Reject: ___

Under Consideration: ___

6. For Housing, FICP asks:

a. for 20 complimentary suite upgrades, with concierge level access, including, but no limited to:

i. (1) VIP suite that can accommodate a reception for up to 75 people.
ii. (1) secondary VIP suite
b. 5 complimentary rooms

c. 10 rooms at 50% the group rate

d. 1/35 comp rooms

e. Group rate available 5 days pre and post event

Accept: ___


Reject: ___

Under Consideration: ___

7. FICP asks that you host (2) Two Board of Directors or Design Team meetings, during the 18 months prior to your host year (may include meeting at the Annual Conference).  Including up to 22 complimentary sleeping rooms and meeting meals (breakfast, lunch, dinner) for up to 22 people.  These meetings typically last 1 - 2 nights each stay.

Accept: ___


Reject: ___

Under Consideration: ___

8. Complimentary room accommodations (up to 4 rooms) for up to two (2) additional pre planning visits during the year of the meeting.  These visits would most likely be for 2 nights each.

Accept: ___


Reject: ___

Under Consideration: ___

9. One complimentary reception for up to 75 people for the FICP president in his/her suite prior to or during the Annual Meeting.

Accept: ___


Reject: ___

Under Consideration: ___

10. (20) complimentary amenities to be used at FICP’s discretion.

Accept: ___


Reject: ___

Under Consideration: ___
11. Complimentary parking to a maximum of 5 cars, where there is a parking/valet fee required.

Accept: ___


Reject: ___

Under Consideration: ___

12. Complimentary high speed wireless internet throughout all meeting space.  Usage to be determined, based on 2012 terms, would be for 600 – 700 concurrent users.
Accept: ___


Reject: ___

Under Consideration: ___
13. Complimentary high speed internet in all guest rooms.
Accept: ___


Reject: ___

Under Consideration: ___

14. (12) Complimentary round trip sedan ground transfers from the airport.
Accept: ___


Reject: ___

Under Consideration: ___

15. There should not be any up-front deposits required of FICP by the host hotel.

Accept: ___


Reject: ___

Under Consideration: ___

16. Complimentary use of the hotel news channel for FICP broadcasts during the peak nights of the conference.

Accept: ___


Reject: ___

Under Consideration: ___

17. Willingness to send the designated Director of Convention Services to the Annual Meeting in the preceding year. Travel expenses to be paid by the host hotel but the FICP Annual Meeting registration fee will be waived. 

Accept: ___


Reject: ___

Under Consideration: ___

18. Agreement to the following contractual clause:

Room Block Adjustment

The room block outlined in this contract is based on the history of previous meetings held and not for purposes of guarantee by client.  The outlined room block shall be mutually reviewed by Client and Hotel on an annual basis 30-days following each FICP Annual Meeting and mutually adjusted without fee and in writing based on the peak-night usage, arrival/departure patterns and suite requirements.  Under no circumstances shall the Hotel unilaterally reduce the room block without the Client’s prior written consent.

Accept: ___


Reject: ___

Under Consideration: ___

19. Agreement to the following contractual clause:

No Attrition Fee / Release of Rooms

It is understood and agreed by the parties that the Hotel will not assert any fees against Client, impose any function space rental fees, or withdraw any of the complimentary concessions outlined in this contract should Client hold the Conference but fail to utilize the total room block as outlined in this contract.

Accept: ___


Reject: ___

Under Consideration: ___

20. Agreement to the following contractual clause:


Promotional and Other In-House Room Rate

Hotel guarantees that no other organization or group will receive a rate lower than the confirmed group rate in this contract.  If such lower rates are available, Client's rates shall be adjusted accordingly. Furthermore, if any special promotional rates become available at the Hotel over the Official Dates, it is understood that these rates will be made available for Client’s attendees on the same basis as offered to the general public. All room nights utilized by Client’s attendees, regardless of the manner in which it is booked (i.e. through Client, internet, travel agency, etc.) or the room rate charged, will be applied towards the Client’s final pickup for the purpose of history and complimentary allotment. 

Accept: ___


Reject: ___

Under Consideration: ___

21. Agreement to the following contractual clause:

No Food & Beverage Guarantee – No Attrition Fee for Food & Beverage

There is no guaranteed food and beverage commitment by Client to Hotel under the terms of this contract. It is understood and agreed by the parties that the Hotel will not assert any fees against Client or withdraw any of the complimentary concessions outlined in the Contract should Client cancel any food and beverage function as outlined in this contract or hold any food and beverage function as outlined in this contract but have less than the estimated number of attendees present at the function.
Accept: ___


Reject: ___

Under Consideration: ___

Return to:
Ellie Hurley

FICP HQ

401 N. Michigan Ave.

Chicago, IL 60611

Ph.:
 312-673-4716

Fax:
 312-673-6990

Email:
ehurley@ficpnet.com
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