REQUEST FOR HOST BRANCH
2017 WILPF-US Congress
DEADLINE: MAY 20

We seek a host branch and location for the 2017 Congress that will be able to find a facility with the requirements listed below. The branch should be able to form a site committee of a minimum of 8-10 members willing to work on the congress. 

Event Dates

Exacts dates and the length of the congress are unknown, but it will be held in summer 2017 (beginning Wednesday or Thursday and ending on Sunday)

Number of Attendees

Expect 100-120 WILPF members from around the country. Encourage non-WILPF members from your local area to attend the congress as guests, that is, they would pay to attend the congress for as many days as they want, but they would not necessarily require overnight accommodations. 
Setup/Teardown Dates

Limited access one day prior and late Sunday afternoon
 Space Requirements

• Plenary hall for at least 150 people (standard setup is theater, but please indicate whether the room can be arranged differently or if seating is fixed)

• 6-10 breakout/workshop rooms with a seating capacity of 20–35 people (varied setups; most common is loose chairs in a circle)

• One smaller breakout room devoted to video and DVD viewing (preferably available any time of day or night)

• Leadership institute area (not completely defined at present; this may be a breakout room devoted to ongoing training for 10 people.   The training may need to begin before the rest of the Congress events)

• Registration area (minimum 1,000 square feet; we need about three six-foot tables and six so chairs)

• Child care area (our needs here are small or may be nonexistent— so a single room, preferably one that can be used for arts and crafts or similar activities, and outdoor access should be sufficient; more on this in the General section below)

• General announcement area (for posting schedule changes, informal evening sessions, ride board, etc.) — a foyer outside the plenary hall would be excellent

• Organic  spaces (we need perhaps 2,000 square feet, not necessarily in one area, for activities like literature tables, poster areas, storytelling, silent auctions, and other as-yet undefined part of the conference; a large foyer outside or near the plenary hall might be ideal for many of these activities)

Optional Space Requests

The following are not requirements, but please find out if any of these available:

• a theater

• an area for drop-in socializing

• a larger venue (capacity 200–500) for a possible community event, such as a big-name speaker or musical group, either onsite or a nearby offsite venue nearby 

Audio/Visual and Computer Requirements

• Determine whether Internet access is available in the building(s) where plenaries and workshops are held.
• In the plenary room we need a podium with microphone, one that can be optionally removed and hand-held or, preferably, a wireless mic. In addition we may at times need a head table for panelists with one or two table or hand-held mics, a laptop computer and projector, and screen. 

• Many workshop/breakout rooms will need AV such as a laptop computer, projector for showing PowerPoint presentations or DVDs, and screens. Also needed: white boards and/or flip charts.
• We will provide specs for all room setups each day. Please indicate whether there is a fee for mid-day changes in room sets.

• Please let us know whether a technician is included with AV rental during the sessions, and how and at what rate technicians are available during day, evening, and weekends.
• Please indicate daily rental rates for any equipment that is not included in the price of the room:  projectors, laptop computers, AV carts, white boards, flip charts, microphones, podium
Sleeping Accommodations

We seek an assortment of singles, doubles, triples (and quads, if you have them) for about 120 people. There are a few couples who will request double (or queen or king) beds, but most will be content with single beds. Note that many of our attendees cannot accommodate bunk beds. All accommodations should be of similar quality (that is, we do not want significantly superior rooms for VIPs or those who can afford it; this has caused problems in the past). The following information is needed:

• Room inventory: numbers of singles, doubles, etc., number of beds per room, number of bathrooms per room
• Number of rooms and bathrooms that are wheelchair/handicap accessible (conform to ADA rules)

• Daily rental fee for each type of room (singles, doubles, etc.)

• Availability of linen service: sheets, blanket, pillow, pillowcase, towel, and washcloths, and the cost for such service. 
• Availability of Internet access in the building. 
• Most people will arrive on Wednesday (or Thursday) and depart on Sunday. Although there will be some late arrivals and early departures, we do not promote single-day participation, so most attendees will require three to four nights of accommodation. Some attendees will want to arrive a day or two early and/or depart a day or two late, so determine the availability of a small number of rooms on such a basis, and whether the rental fees are the same.
Food Service

Reflecting the attendance expectation described above, most participants will want three meals a day beginning with Wednesday (or Thursday) lunch and ending with Sunday lunch. 
• Total-fee pricing for three to four full days of breakfast, lunch, and dinner as well as per-meal pricing and policies for the small number of guests who will come for a single day (such as some speakers). 
• Availability of vegetarian and vegan options. 
• Determine whether the facility requires us to use their food service for all events or if outside caterers are an option (particularly for special events). In the past we have sometimes had themed events (such as a Cuba night) in which we want the food to reflect the event. 
• Availability of wine and beer for dinner on a cash basis and the policies for serving alcoholic beverages at any events we organize during the Congress.

Transportation

• Please provide the approximate distance in miles and surface transportation time from the closest commercial airport(s) and bus and train station(s) to the congress facilities.
• Determine costs of transportation to and from airports, bus and train stations to facilities.  
• Parking available for those who will be driving to Congress, and whether parking is free, or the daily fee for parking. 
General

• Please confirm whether all buildings and walkways are handicap-accessible in accordance with the Americans with Disabilities Act. (This is very important for us.) 
• Please indicate whether meeting and sleeping rooms are air conditioned.

• Approximate distances between meeting, sleeping, and dining facilities to each other. (A map will be most helpful. ) If there is significant distance between buildings, is transportation (such as golf carts) available for attendees who have difficulty walking? If so, please indicate whether these are included in rental fees or if there is a charge. 

• Facility’s policies on signage. Do they provide directional signage? May we post signs at our discretion?

• Availability of office equipment in the congress facility (photocopier and computer) and access: whether we can use equipment any time of day or night. Our budget is not adequate to rent such equipment, so we need to pay for services on an as-used basis. Indicate any commercial venues (e.g., FedEx) located in the area and their hours of operation, for bulk copying.
• If there are child care facilities at the congress location that could be used by our attendees, please describe them (including hours and costs).
• General ambiance of grounds at the facility— are there gardens, lawns, and open spaces to facilitate attendee networking?

• Any special facilities open to guests, such as a swimming pool, exercise room, sauna, or hot tub? If yes, please indicate whether there is any fee for using such facilities.

• Procedures for medical emergencies. Is a nurse or other healthcare professional on property?  If yes, is this service available only during certain hours or on a 24 hour a day basis?

• Would the institution where the congress is held be a potential co-sponsor of the congress and be able to provide financial assistance (for example, Women’s Studies and Peace Studies Departments at schools have participated with us in this way in the past). 

Proposal Submission

• Please submit the above information in a proposal to Laura Dewey, Congress Convener, deweylauraa@att.net, by May 20, 2016.
