Convention site selection:

Information needed when selecting a convention site:

· Date of convention

· Total running time of convention

· Estimate of attendance (250 – 300)

· Rooms needed:

· Workshops:

· Convention rooms needed

· Number each convention room needs to accommodate

· Hospitality (privilege of making our own coffee?)

· Alateen

· AA

· Main meeting room

· Banquet

· Craft room

· Tapers

· Estimate of sleeping rooms needed

· Room rates

· Meals to be offered (package possible?)

· Menu selections and costs

· Head table required?

· Special equipment required?  (Charges)?

· Coffee prices for that purchased through the facility

· Are prices guaranteed or subject to change without notice?

· How much is tax and gratuity?

· Is gratuity taxable?

· Accessibility by highway and airport (courtesy cars?  Cab fares?)

· Cut-off dates for room reservations?  Meals?

· Hotel reservation cards and marquee ( show Al-Anon Family Groups)
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