SITE SELECTION & CONTRACT

Overview 

The suitability of the National Specialty show site and host hotel contributes significantly to the overall satisfaction of exhibitors and spectators.  In fact, a well-suited location can greatly simplify planning efforts by accommodating the basic requirements without the need to mitigate problems.  However, perfect sites are rare. Nearly every site has one or more challenges that require planning to overcome them.  Therefore, it is helpful if a team is formed to assess the pros and cons of each potential site to determine which location will best meet the specific needs of each Show Committee and Specialty.  

1.0 Basic Requirements
The basic elements of what constitutes a suitable LCANational Specialty site are universal despite the fact that Specialties vary in size from zone to zone: 

· Show Site is held on Host Hotel grounds, or a connected or reasonably close facility (adjacent or within walking distance preferred).
· Location is easily accessible by car and/or plane (near major highway(s) and less than two hours to/from major airports).
· Anticipated weather is mild (if held outdoors); climate controlled facility (if held indoors)

· An adequate number of guest rooms, meeting and banquet facilities exist on-site.

· At least one full-service restaurant located on-site (room service at the hotel and other amenities such as laundry/valet facilities are nice to have but are not requirements.) 
· Rooms, meals and site facilities are affordable.
· Grounds are spacious and exercise areas adequate.

· Parking is ample and RV parking options exist on-site or near-by. 

· One or more overflow properties can be identified within 5-10 minutes of the site. 

2.0 Ideal Standards
Initial discussions should take place on the Show Committee Yahoo list to determine pros and cons of areas within the zone: accessibility of destinations (cities), distance from local/major airports, number of direct flights and availability of flights with equipment large enough to ship dogs in 500 Series crates, etc.  Whenever possible, the group should work together to reach consensus about ideal standards in these areas to help focus resources on areas that might be viable.  

Site Selection Process
A Site Selection Committee should be formed comprised of individuals from more than one geographical area within the zone (unless the Host Club is already determined). When a potential Show Chair is identified, he/she should also serve on the committee (and the Grounds Chair if already determined).  It is recommended that the individual that chairs this committee seriously consider becoming the Hotel Liaison during the remainder of the planning process to provide continuity with site management.   

2.1 Determine Space Needs
Historically, our Specialties vary considerably in size, depending on the geographical location. Thus, the space requirements will vary considerably from zone to zone.  For instance, a large Specialty held on the east coast might require approximately 60,000 square feet just to accommodate conformation, grooming and vending, whereas the same events held on the west coast might be comfortably held on a site half that size.  

The following information is provided as a general guide to help determine site feasibility for the LCA National Specialty.  The Specialty Coordinator is also available to provide assistance in this area. 

· Total Peak Guest Rooms: 
150 (West Coast)








150 (Midwest)  








175(East Coast) 

· Vehicle Parking:  At least two spaces for every room in the Host Hotel room block plus an additional 100 spaces for day of show parking (or ~50% of the forecasted entry).  

· RV Parking: ~5 spaces (does not need to be held on-site; if held off-site, should be available within reasonable proximity to the host hotel/show site).

· Conformation: Indoor/Outdoor space to accommodate at least one 5,000-7,000 square foot ring (no side should be less than 70’), plus at least 25’ around the ring’s perimeter for exhibitor waiting area, spectator seating and aisles.  

· Obedience Rings:  Indoor/Outdoor space to accommodate 2-3 rings at least 40’ x 50’ ft each (minimum dimensions required by AKC).  (Rally, if offered, requires space equal to approximately two obedience rings.)

· .

· Adequate Exercise Areas:  500+ dogs.  

· Grooming Space:  At least 100-200 10’ x 10’ spaces with room allotted for aisles

· Vendors: At least 10 10’ x 10’ spaces with minimum 10’ aisles

· Lockable Storage: Storage is needed for trophies, welcome bags (preferably adjacent to rings and registration areas).
· Meeting space for LCA Board Meeting (typically on Wednesday and Sunday). Conference-style for 11-12 people with available seating provided around the room for up to 30 people.  
· Annual Meeting & Awards (if not held in conjunction with a Banquet): Theatre style for ~350 people with a raised platform and skirted head table for up to 12 Board members.
· Banquet seating for at least 150-200 people for a banquet on Friday and Saturday nights.  Space for at least one educational programs/speaker.  Theater-style (attendance will vary based on program content and schedule). 
· Space for Guest Hospitality.  This space is made available for people to meet and gather in as well as releasing of any additional information throughout the show week. The room should be open during non-show hours. The hotel may have rules concerning food and beverages being brought in. If the hospitality room is at the show site it may be open during show hours, but no food is allowed without permission from the show site management. 
· Specialty Registration (typically located in or off the lobby). At least one skirted table and an adjacent locking room to store registration materials.  
· Space for Judges Education (typically occurs over the last two days of Specialty judging).  Break-out room classroom style for up to 16 people.
· .
2.2 Determine Potential Dates
LCA National Specialties will be held in Mid March to End of April.   Most airlines impose a no-fly rule for dogs after May 15th OR any time the outside temperature exceeds 85( F at any airport en route. Therefore, careful consideration MUST be given to selection of Specialty dates since members in several parts of the country may encounter difficulties shipping dogs to/from the Specialty when dates late in this range are considered. 

2.3 Indoor vs. Outdoor?

There are pros and cons to both indoor and outdoor sites:

· Indoor sites:  

Pros: minimizes weather problems, has rest rooms and often provide food concessions;

Cons: more expensive than outdoor sites, usually smaller in size, grass/exercise areas limited

· Outdoor sites:

Pros: large, grassy ring/exercise areas plentiful

Cons:  requires special preparation, which raises the cost:  tents, power, water, trash disposal, restrooms, & concessions need to be contracted, contingency plans need to be developed for bad weather conditions.

Each site must be able to accommodate the estimated entry.  The ideal situation is a combination of the two, housing conformation and performance events on one site.  

2.4 Conduct Initial Ground Work
After determining needs, the committee should begin by contacting the convention and visitor’s bureau in the regions of interest to locate hotels/sites that might be suitable.  In addition, the AKC website’s Parent Club Specialty Site Locator lists locations of all regional and national specialty sites by state.  (Visit www.akc.org - click on “Clubs” then on the “Specialty Site Locator” link).  Members of the Site Selection Committee should also conduct Internet searches to cover all possibilities in the geographical zone. Sites that do not meet the group’s ideal standards should be discarded.  If no sites are identified, then the ideal standards should be revisited and made less restrictive.  If continual searches do not yield one or more sites that match the group criteria, but the group feels they have identified a location that might be worth considering, please discuss it with the Specialty Coordinator.

2.5 Contact Sites to Confirm Capabilities

Prior to contacting sites, it is important that the committee work together to develop an organized approach to avoid duplicating each other’s efforts.
· The Preliminary Site Questionnaire.  This form has been developed to help ensure consistency of the data collected and should be used in initial contact with potential sites. (See Attachment A-1.) It can usually be filled out with a phone call. 
· The Right Contact.  When asking the questions on the Preliminary Site Questionnaire, be sure to speak with the Director of Sales or above. We are potentially offering the facility a large convention and it is important to go to the top. Each committee member should document all the information he/she receives in writing on the Questionnaire form. The information should then be presented to the Site Selection Chair. 

2.6 Most Favorable Dates/Rates.  To get the most competitive rates, inquire which available dates (if any) fall within a property’s off-peak or shoulder season.  Narrow the Search
After you have completed the preliminary screening of the available sites in the area, the Site Selection Committee should evaluate options to determine which facilities merit a site inspection.  

2.7 Perform On-Site Inspections
Once the short list of potential properties is determined, make appointments with each hotel/site to tour the facility. If possible, it is important that the Site Selection Committee chair, Show Chair (if proposed) and one or two committee members attend this tour. Several people are always better at remembering all the pertinent information discussed. Please note that site selection trips are not reimbursable.  

· Site Inspection Survey.  This form has been developed to help determine the suitability of each site and should be completed during or immediately following each site inspection. (See Attachment A-2.) 
· Arrive Early.  Before you meet with the Director of Sales, spend about ½ hour wandering around to observe how the hotel/facility operates. Walk down the halls and peek in the guestrooms and meeting rooms, listen to the help and simply observe. This will most likely give you a few questions to ask when you are given the formal tour. 

· Ask Questions. Be sure to ask the Director of Sales ALL questions, no matter how trivial they may seem. Raise any questions you have regarding how the hotel/site plans to meet the needs of your Specialty. It is important to know in advance how and if problems can be mitigated prior to signing any contract.

· Communicate Program Needs.  Be prepared to advise the hotel/site of the specific program needs (e.g. room block, meeting space requirements, banquets, etc.).  If the site appears suitable, place a tentative hold on the room block and required meeting space prior to departure.  
· Seeing is Believing.  If possible, it is helpful to take a fully-grown Leonberger with you so there is no misunderstanding as to what the hotel/site will be dealing with when hundreds of big black hairy dogs are present.

· Document Meeting.  It is very important to write down in great detail what was said and what was promised during any/all meetings with hotel/site management. The hotel business is a very volatile industry and it is not uncommon that the hotel will undergo staff changes during the planning process.  You may need to provide documentation to show the new person what has already been discussed. 

· Pros and Cons.  After completion of each site inspection, it is important that each attendee complete the Site Inspection Survey.  Individuals will pick-up on different items, both positive and negative. 

2.8 Compare Sites & Mitigate Problems

After conducting all on-site inspections, the Committee should compare all aspects of the sites.  The Site Comparison Template is a helpful tool to examine the data collected on the Site Inspection Survey form.  If any unfavorable situations are identified, possible solutions should be determined (if possible) and documented on the Site Comparison Template. The completed Site Comparison Template should be included with the Specialty Bid.
2.9 Make Recommendation
After careful review of all information, the Site Selection Committee should present options to the Show Committee and make their recommendation.  If desired, the item can be put to Show Committee vote to determine the ranking of the sites.  However, if a Show Committee vote is held, the Site Selection Committee must abide by that decision.  The Site Selection Committee is not obligated to ask for a Show Committee vote unless the Show Chair requests it.Final approval rests solely with the LCA Board.
3.0 Contract Negotiations
After the Specialty Bid has been accepted, the LCA Specialty Coordinator will partner with the Show Chairs to negotiate a mutually beneficial site contract.  The LCA President is the only person with the authority to sign site and hotel contracts.  The NEC Chair must submit all site and/or hotel contracts for review  to the President for approval signature.  

The National Specialty hotel and/or site contract(s) should be submitted for signature no later than the end of the calendar year, one year in advance of the Specialty 

4.0 AKC Site Approval
Any site not previously used for an all-breed or club event must be visited by a superintendent or an AKC Executive Field Representative prior to approval by the Event Plans Department.  A site diagram (detailed layout) must be provided at the time the event application is submitted to the AKC’s Events Plans Department.

5.0 Site/Date Announcements.
The dates and locations (limited to state only) of all future LCA Specialties with fully executed site/hotel contracts will be announced in the LeoLetter on the LCA website.

Attachments:
A-1 Preliminary Site Questionnaire 



A-2 Site Inspection Survey



A-3 Site Comparison Template
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