ITE Western District Hotel Negotiations Checklist

Based upon past meetings, there are several items that hotels will include in their contracts that can have significant financial implications to the District and should be subject to competition between hotels when you are selecting between hotel venues for the meetings.  By requiring the hotels to disclose the presence or lack of these items can help assure that you will not have surprises at the end.  The list below provides an annotated check list to help you with negotiations.

· What will you guarantee as a hotel room rate for our meeting?

It is important to get the hotel to guarantee as low a rate for hotel room for District Annual Meeting attendees as you can negotiate.  You should ask what the government rates are and what the AAA rates are (you should check the web for the advertised hotel rates).  To get the best rate, you may need to have more than one hotel under consideration to have them compete on this basis.

· What is your room night guarantee (attrition)?
Some hotels require that you guarantee a block of hotel room nights will be utilized with your meeting.  These blocks of rooms are good for the District to assure rooms are available to meeting attendees at the guaranteed rate.  On the other hand the hotels use the room night blocks as a means to protect themselves to make sure they fill their hotels.  Hotels will commonly require an attrition clause in their agreement that can be very expensive if you do not set the attrition rates as low as you can.  Historically the Western District has seen attrition rates between 500 to 1000 room nights (it is call attrition since the penalties go down as the room nights go up).  The hotel will set up an attrition schedule where by they will penalize you set dollar amounts if you do not achieve the required number of room nights (penalties can be very significant - $10,000 to $25,000).  Your objective should be to not have attrition penalties, but since that is unrealistic for many hotels, the true objective would be to set the attrition rates (both in room nights and penalties if not met) as low as possible.  The Western District has commonly been able to achieve 300 to 500 room nights.

One recent “trick” of the trade with hotels is setting attrition and room rates – then offering lower room rates via the web or travel agents.  Meeting attendees find these rates and utilize them and the hotel does not count the room nights against your guaranteed block – they fill their hotel AND get the attrition penalty.  Be sure to include in your agreement a statement that should the hotel or its affliated brands offer a lower rate through any publication, web, travel agents or other means that the Western District room rate will be lowered to that room rate AND/OR such activity will void the attrition clause.  Some hotels with various properties in the same city will do the same thing with other hotels.  The Hilton and Marriott have many different hotel brand names – so you need to be careful to state that this applies to both the hotel and their affiliated brands.

· How many “comp” rooms are provided and at what rate?

Some hotels will provide complementary room nights (free) for every 50 room nights that are utilized by Annual Meeting attendees.  These “comp” room nights are typically utilized to off set the room costs for Western District officers and the student paper award winner.  These rates can vary and the Western District is looking to get as many comp rooms as possible to reduce meeting costs.  A detail of the number of room nights required by the Western District is in the LAC Handbook.

· Do you provide a “comp” suite room?

In additional to complementary room nights, hotels commonly will include suite nights.  As you negotiate for “comp” rooms, you always want to get as many suite nights as you can possibly get.  The Western District needs at least one suite for three or four nights for the President and  they can utilize for their President’s reception.

· What charges does the hotel have for setting up technical session or other rooms?

Some hotels charge separately for setting up rooms (risers, head tables, podiums, microphones, AV equipment).  As you negotiate with the hotel, your preference should be to have as many of these set up charges eliminated as possible – particularly if you have higher room night attrition rates.  Room set up is an important thing to try to negotiate into the agreement at either a fixed low rate or free.  You will need to have them write in the agreement that rooms will be provided with adequate seating, presenters head tables, podium, microphones, screens, lighting, projection units (multi-media projectors) and wiring.  Many conferences bring in projectors for use – but the hotels many times have significant room set up charges handled by another company within the hotel – so you need to ask what are the full and total costs to set up rooms – and that there are no additional charges than the ones you negotiate.  When we are required to agree to attrition rates, these room set up charges should be negotiated out of the contract.

One trick of the trade is when additional seating has to be brought in that you are charged for that service.  You need to make sure you size the rooms appropriately initially and then negotiate that additional seating will be provided if necessary (hopefully at no cost).  Technical session rooms can be sized by historic meeting attendance data.

· What costs are included in the vendor exhibition space set up?

Exhibition space set up can be expensive and many hotels have outside services provide the draping and layout.  Any charges that the hotel has need to be defined and separate what other charges are necessary to have an exhibition hall set up complete and ready to use.  Power, telephones and storage/security are good things to ask about.  Vendors prefer loading/unloading their own equipment/displays.  If the hotel has union rules that require the vendors use union hotel staff to load/unload equipment, it should be clearly understood so the vendors are aware of these conditions.  Rates or charges associated with exhibition space set up, security, storage or services should be part of the contract negotiation and written in the agreement.

· What are the meal costs?
You will need to agree to meal rates for the luncheons, banquet, breaks, leadership breakfast and board meeting lunch.  Same rates from recent meetings are available for comparisons.  Most hotels make money on food by our inability to guess the number of meals correctly.  Historic data about the number of meals in relation to overall registration numbers is also available from the Western District to guide your decisions.  You should work with the hotel to provide meal numbers as late as you can (24 hours in advance rather than 72 to 96 hours).  This gives you better flexibility to guess accurately.  It is important to ask what are the costs if we have additional people at a luncheon than our guess and what happens if are high.  You should also ask how they determine the number of people for breaks.

· What cancellation penalties are there?
Hotels will commonly require a fee if we cancel our meeting for the lost potential revenue.  There are two parts to this clause of importance – the amount of advanced notice required where no penalty would apply (typically 6 to 12 months) and the conditions under which no penalty would apply should other events occur (natural disaster, war….).  It is important to define terrorism as war in these clauses in the post 9/11 world.

· Who is authorized to sign hotel agreements?

The Western District Board signs the hotel agreement.  Prior to signing the agreement, the document must first be reviewed by ITE HQ and key D6 board members.  This may take several months of time, so plan accordingly in discussion with the hotel.

