Site Selection Committee Duties & Responsibilities

1.  At the Conference:
a. Announce where and when the conference will be held for the next two years

b. Announce the location selected for the conference three years from now

c. Start asking for interested cities for the next conference (four years out)

d. Hold game/drawing at general session (Optional)
1. Farthest city

2. Worst travel story

3. Other
e. Table (coordinate with CVB/City)

1. Board

2. Giveaways

a) Candy

b) Anything the city or CVB may have for giveaways

3. Info on city

4. Info on hotel

2. Board Meeting - March/April

a. After renewals

i. Send invitation on list serve

ii. Create labels from web

iii. Send letter of invite

1. Host city information

2. Host letter

b. Gift for each city who send letter of invitation (Optional)
i. Box of candy 
ii. Other

c. Reserve sleeping rooms for board members
3. Responses from cities

a. Contact CVB of prospect host city

i. Find contact info on line

ii. Ask city contact for information
iii. Provide the following to the CVB:
1. Listing of host cities

2. Daily break out of rooms

3. Historical room block numbers
b. Obtain RFP’s 

i. From hotels

ii. From convention centers

c. Review RFP’s and site maps

i. Eliminate hotels that won’t meet our needs

1. Not enough space

2. Out of price range

a. If this is the case may hold for second round if need be

ii. Pick the hotel that may fit the organization the best for over night stay

4. Site Review

a. Set up meetings with

i. CVB

ii. If possible, host city employee

iii. All prospective locations

b. Tour all meeting space, rooms, restaurant, other facilities

i. Complete site review form

c. Review tentative contract 

i. Ask for any changes needed

ii. Review any locations for possible off site reception

d. Review any locations for possible off site reception

e. Tentative contract

5. Board Meeting

a. Present all (packets from each location)

i. Cities

ii. Hotels/convention centers

iii. Any additional info i.e. possible off site locations for reception

b. Vote

i. Ballots

ii. Tally

iii. Announce winner 
6. Contract

a. Final review and clean up for conference contract
b. Final review and clean up for board meeting contract

i. If paying conference price, make sure to minus out breakfast coupon

c. Sign

d. Work on credit check

e. Give deposit, if any

f. Each year review for attrition

7. Prior to conference

a. Contact hotel 

i. Get current contact information 

ii. Give current CMRTA contact information

