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HOW TO BID

FOR A JCI

AREA CONFERENCE

INTRODUCTION
JCI and You
This manual covers many of the questions frequently asked by Conference Organizing Committees to JCI. The manual has been designed to give you some suggestions and provide you with various checklists and deadlines, which you have to meet. 

The material is lengthy to read but its purpose is to clarify the organization of a Conference.  Once you read this manual, you will have a clear idea of what it is to bid for an Area Conference.

The most important aspect of your bid and the organization of the event, is to realize that JCI (JCI) and your Organizing Committee are both partners in the success of the project.

The Area Conference Contract clearly states that you are organizing on behalf of JCI, an Area Conference, thus, you need JCI’s approval on all major decisions.  What this means is that JCI’s experience in organizing over 100 Area Conferences is available to you.

Your membership dues are responsible for the establishment of the World Headquarters, as such, you should use the experience and expertise of the professional staff available to you.

JCI expects the contract to be fulfilled to the letter. We will be involved as partners in all major decisions. Since we both have the same goal, that is, to conduct an excellent conference; this should be an easy task.

CHAPTER 1
A - THE PURPOSE OF AN AREA CONFERENCE
The specific purpose of holding an Area Conference is:

· To promote the beliefs of the JCI and fulfill the purposes of the Organization;

· To conduct seminars, workshops and group discussions which have specific objectives to meet the needs of individuals at all NOM and LOM levels;

· To educate delegates in the aims, objectives and activities of the JCI;

· To consider plans for future activities and submit them to the Board of Directors;

· To provide the opportunity for exchange of ideas and thoughts among the individual members;

· To adopt an Area program, if appropriate; and

· To review the development of participating NOMs procedures and techniques designed to develop and strengthen the organization.

JCI has set forth certain rules or procedures in the JCI Constitution and the JCI Conference Contract which govern the conduct of a JCI Area Conference.

B - THE CONFERENCE DIRECTOR
The selection of your proposed Conference Director is the first major decision you will need to take. The individual chosen will be the focal point of attention for two years both nationally and internationally.

The Conference Director is the individual with whom JCI will communicate.  He is the chief executive officer and administrator of the Organizing Committee.  He is the key motivator and manager of the volunteers who will sacrifice long hours to ensure the Conference is a success.

What qualities should you be looking for in a Conference Director?  He or she must:

· Be of JCI age at the time of the Conference.

· Have a strong JCI background, that is, the ability to work and to motivate volunteers.

· Have an understanding employer who will allow some flexibility with work hours particularly the year of the Conference.

· Ideally, have had some hotel/convention industry experience and/or have participated in at least one International Conference or World Congress.

· Support of the local business community.

In short, the chosen Conference Director must be an excellent manager, able to delegate authority and responsibility, able to motivate people and to administer the Congress in a tight and orderly fashion. Above all, he must have the support of his family, his LOM and his NOM.

The proposed Conference Director should have the consensus of the LOM members that he is the best candidate for the position.  In the same respect, the NOM should feel satisfied that the individual has the experience and the support of the LOM.

NOTE: At the time of the Bid, it is presumed that the Conference Director will not be remunerated for the position.

C - THE ORGANIZATIONAL STRUCTURE
The development of a proper organizational structure is the key to the success or failure of the administrative operation of a Conference.  JCI’s experience in this matter clearly indicates that the bid and the Conference Committee require different structures and difference people.  We therefore recommend the following:

THE BID COMMITTEE
Once a Conference Director or Bid Chairman has been appointed, it is the responsibility of the committee to appoint the right individuals to the positions required to fulfill the obligations of the bid documents and to win the conference.

JCI recommends that a small group of dedicated members be formed to assess the feasibility of the project. The operational structure of the group is to be small to insure maximum efficiency and short lines of communication. This small group should not hinder the proper operation of the LOM activities. We recommend the structure as follows: 

Conference Director
:
Overall responsibility of the project.

Budget


:
Develop a bid budget and conference budget.  Assess the financial feasibility of the overall project.

Logistics

:
Obtain preliminary quotations for the conference and provide information to the budget chairman.

Promotion

:
Develop promotional/marketing plan for the bid and assess the costs of a promotional/marketing plan for the conference

Sponsorship

:
Obtain necessary funds for the bid.  Assess feasibility of obtaining required sponsorship for the conference.

This chairman would establish the subcommittees as required.  It is important to remember that an assignment on the bid committee should not be considered as an automatic appointment on the Conference Organizing Committee. 


The key element of the bid committee is not to decide on how the Opening Ceremony of Conference will look like but rather to inquire on how much it could cost and whether you can afford it. 

The bid period allows the proposed Conference Director to assess his personnel on the bid committee and to decide whom he or she will appoint to key Conference positions.

JCI in its manual entitled A How to Organize an Area Conference which is provided to the newly appointed Conference Organizing Committee dedicates a complete chapter to the congress organizational structure.  The chapter includes various recommendations.  JCI strongly recommends that no final appointments to the Conference Organizing Committee be made until the Conference has been secured, the manual A How to Organize an Area Conference been read and JCI’s Director of Meetings and Training been consulted.

These recommendations are based on years of experience with successful and unsuccessful conferences. Remember the organizational structure is the key to the success of your future conference.  Take the time to win the bid and reflect before appointing individuals to positions.

CHAPTER II

A - YOUR NOM AND LOM
In presenting your bid, the level of support of your LOM and NOM to the project should be clearly indicated.  This will enhance your chances.

What Can Your LOM Do?
The following are some of the suggested items that may enhance your bid proposal. These suggestions can be submitted in the form of a letter with your bid proposal.

· Commitment by the LOM to undertake some fundraising activities for the Conference Committee. (Present your LOM plan of action at the time of the bid, clearly indicating the activities your LOM will undertake on behalf of the conference).

· Commitment by key LOM members to participate in the Conference Organizing Committee.

Remember, to organize a conference is to administer a medium-sized business.  For this reason, JCI recommends that if your local laws permit it, that a separate corporation be established to organize the Conference.  This is to ensure that, should a deficit occur, the LOM would not be liable for the expense.  Thus, guaranteeing the survival of the LOM after the conference.

We also urge the LOM to maintain its regular program of activities right up to three to six months  prior to the Conference.  That is why during the site inspection, special attention is placed on ensuring that the LOM will continue with their annual plan of activities even if the Conference bid is approved by the Executive Committee.

Your NOM
Your NOM must first and foremost be satisfied of your ability to organize the Conference since they are cosignatories of the contract.

Note: Without your NOM’s signature, your bid will not be accepted by JCI.

The NOM undertakes to be responsible for all debts incurred to JCI (Conference levy) should the organizing committee be unable to fulfill its financial obligations to the International Organization (JCI).

Your NOM can strengthen your bid by:

· Support in obtaining major national sponsors.

· A commitment by the National Board to promote the Conference heavily in the coming two years.

· Provide free promotional advertising space in the NOM National publication.

B - PROMOTING THE BID

There are no specific rules as to when you should start promoting your bid. The only caution is that it be in good taste.  Rules as to what international promotion you may undertake, apply only after you have been selected as the site of the conference.

There are some advantages and disadvantages to announcing three to four years in advance of your interest in a particular year. The advantage is that, should your promotion and presentation be strong enough, in the years prior to your actual bid, you may discourage opposition.

On the other hand, it may encourage opposition, if they believe that their city and promotion can be better than yours.

The only requirement JCI has, is to advise us if you are planning to attend Conferences or Congresses in the year previous to your bid.  This information will enable us to coordinate your presentation needs.  Please note that under the terms of the contract, the Secretary General of JCI will approve all promotional materials including flyers and posters once you have been selected as the conference site.

We therefore recommend that all promotional material should be approved by the Secretary General even at the bid stage. You certainly would not want your poster to be disapproved because it did not comply with JCI’s Corporate Identity Program.

Finally, the crucial element of your promotion is the Conference at which you are bidding.  This element is obviously related to your budget.

The key elements of your promotion will be:

· Your audio-visual presentation.

· Your presentation kits to NOM Presidents.

· The number of people who will promote your bid at Conference.

· The political support of your NOM at Conference.

· Your suite hospitality or party.

C - YOUR GOVERNMENT
At the time of your bid, you may wish to supply the National Presidents with letters from your government indicating its support to the project. In addition, JCI would appreciate receiving the following information prior to your bid at the conference:

· Host-country’s duties and customs regulations regarding entry of JCI membership supplies (souvenirs) that JCI will take to the country, leave, or bring back.

· Duties on prizes, trophies and products brought in by JCI’s for National Parties.

· Duties on office, audiovisual and booth equipment (The Trade Show).

· Duties on display materials to be left in the country.

· Special waivers needed to bring in entertainers and relevant local union requirements.

· Currency exchange controls and restrictions particularly  with the exchange of local currency into U. S. Dollars.

· A letter from a high ranking government official, will be required to explain the entry visa regulations.  Particular attention is to be made for NOMs whose countries have had visa difficulties in the past.

· Finally, your bid documents can be enhanced by letters of support from your head of state, regional head of state and mayor of the city.

D- VENUES NEEDED
With the submission of your bid documents to the Secretary General of JCI the following written confirmation of venue reservation with room layouts or brochures, will need to be presented. (These letters should include the specific dates of reservation):

Opening Ceremony:

Hall large enough to contain the maximum number of expected delegates with an adequate entertainment stage and a waiting room for VIPs which can hold fifty (50) persons.

General Assembly:
Hall large enough to contain a stage for the JCI and Area Executives.  Room for the National Presidents, that is, two persons per table per NOM and observer space for a minimum of two-thirds of your total expected delegate attendance.

Seminar Rooms:
You will need an average of five rooms.  Two of which should have space for Simultaneous Interpreation Booths provided, and two hundred participants, theater-style.  The other rooms should be able to seat between seventy-five (75) to one hundred and fifty (150) people, classroom style.  Obviously, should you have a small conference, these numbers are to be reduced accordingly.  Your venues should be planned on the basis that three-quarters of the total delegates will participate in the conference program.  Your total sitting space should take into account both General Assembly and Seminars.

Remember, in addition to the events on the official schedule of events, you will receive requests from NOMs for meeting rooms to hold special receptions, meetings, etc.  Flexibility in terms of room availability is crucial. You can never have too much meeting space. Remember one can always return the meeting space not used, but if there is no space available, it can hurt your Conference.

Closing Banquet & Ball:

Banquet Hall for a seated dinner for the maximum number of delegates expected, with dance floor and a stage for orchestra and presentations depending on the size of your conference.

Awards Ceremony:

Hall for three-quarters of your maximum number of delegates expected with stage, depending on size of your congress.

National Parties:

A minimum of two large parties will be held.  Although it is preferable to have them in one central location, they can be held anywhere.  The decision as to location is made by the host of the party, and it is related to their available budget.

Presidential Reception:

Hall for maximum of two hundred (200) people, cocktail reception style.  Size will depend on your budget and size of your conference.

COC Secretariat:

Two (2) offices each for five (5) persons will be required by the Organizing Committee.

Luncheons:
Your luncheon venues should be able to seat all the expected delegates.  Various alternatives can be considered as to the location of the lunch sites.

When reserving these rooms, please ensure that they are reserved for the whole day.  This will permit both JCI and the COC to plan with the utmost flexibility.

As of January of the year of your Conference, JCI will advise you of which venues and rooms can be released. January Executive Committee of the year of your conference determines the schedule of events.

Ideally, all these venues should be located in the same building.  It is important that JCI and the COC’s secretariat facilities be located as close to or in the meeting facility.

Since your schedule will not be finalized until the January Executive Committee meeting of the year of your Conference, it is important that the maximum number of meeting rooms be reserved.

E - ACCOMMODATIONS

You should reserve rooms for the maximum number of expected delegates in the immediate area of the main Conference venue, either the Headquarters Hotel or the Convention Center.  The letters of commitment from the Hotels must be presented to the Secretary General of JCI with your bid.

The section on AContracts, to be submitted to JCI, clearly explains which items should be presented to the Secretary General. 

Part of your negotiation with the hotels should be to obtain free rooms for JCI site inspections should you win the bid:

· Site inspection conducted by a JCI officer prior to the World Congress which precedes the Conference at which your bid is chosen.

· One site inspection in the year of your conference conducted by the Conference Chairman.

· Duration of site inspections.  Minimum, three (3) days.

The accommodations issue will be monitored very closely by JCI.  You are to keep JCI abreast of all negotiations you are undertaking. No contract with an accommodation agent, tour operator, or other, can be made without JCI approval.  JCI will determine with you the choice of the Headquarters Hotel.

F - HEADQUARTERS HOTEL
During the bid site inspection, the JCI official should stay at the Headquarters Hotel and meet with the key people managing the property. JCI will wish to see:

· The President’s Suite and,

· The Chairman’s Suite, for approval.

These are to be reserved one week prior to the first meeting of the conference, to one week after the last meeting of the conference.

Two revisions to these dates will be made by JCI:

· Six (6) months prior to your Conference and,

· Two (2) months prior to your Conference.  The final arrival and departure dates will be confirmed forty-five (45) days prior to the Conference.

Confirmation of these suites should be included in your bid with the dates for which they have been reserved.

You should block-book at the Headquarters, a minimum of one hundred (100) rooms and five (5) suites for the Conference period. These are to be reserved from the day prior to your first meeting to the day after your last meeting. Please take into account reserving sufficient rooms for VIPs, delegates and/or NOM Presidents who may wish to arrive prior to the first meeting of the Conference to attend private meetings or do some tourism.

It has occurred that many organizing committees reserve the rooms for the conference but forget that many delegates will arrive early or depart late for various reasons.  Please consult JCI who will advise you on how many rooms you should reserve for the pre-and post-conference period.

CHAPTER III
A - HOTEL NEGOTIATIONS
One of the areas that has created serious problems for both JCI and the Conference Organizing Committee, has been the negotiations and final contracts with hotels and accommodation agents.

Mini-disasters have occurred in this area, why?  The hospitality industry is a very complex and competitive industry.  Why do some organizing committees seem to work out exceptional deals with hotels while others get stuck with charges for even the smallest service?

Why? Because you need to have a sense of what is negotiable.  This section provides a short description of what is negotiable.  The key element in all negotiations with hotels is to establish a win-win concept and for you, as an Organizing Committee, to clearly understand the other party’s needs.

JCI will closely monitor this area.  No contract is to be signed with hotels, accommodation agents, tour providers, or with any group which is involved with the hotels without JCI’s approval.

This rule will be implemented.  In today’s world with so many variables, influencing what can be obtained from hotels, has set formula. JCI acts as your consultant. We will review all contracts and ensure that you receive the maximum benefit for the conference.  We will provide you with our best advice based on years of experience. The key element with regards to hotels is that you provide JCI with the information requested in the Conference Contract and in the document, A Contracts to be submitted to JCI.

The key elements in negotiating with hotels are:

· What your Conference is worth to the hotel.

· How a hotel makes its money.

· What areas can you negotiate.

What Your Conference is worth to the Hotel.
A hotelier’s judgment on the value of your meeting will be based on a number of factors:

· Is your Conference held during peak or low season.

· How long will the delegates stay, that is, how many room nights.  (Room nights are equal to the number of days by the number of rooms).

· The ratio of meeting rooms to sleeping rooms.

· How much money will be spent on additional services such as:

Hospitality Suites



Banquets

Cocktails




Bars

Gift Shops




Restaurants

Room Service




Club

· Prestige and the prospect of repeat or spin-off  business.  A Conference may draw celebrities which would attract the press and provide the hotel with free publicity.  Either the sponsor or the attendees of the event may be strong prospects for future sales.

Remember JCI members are the future leaders of our society.  Many are in middle, upper-management and entrepreneurial positions.  These members can make the decision as to where their future meeting will be held.  This point should be stressed with the hotels.

How a Hotel Makes Its Money
Remember a hotel must make a reasonable margin of profit.  If you pressure a hotel in one area, they are going to get the money back somewhere.  Therefore, it is important that you clearly establish your conference organizing committee’s objectives as to what you want from the negotiations.  Is it low priced rooms and a good complimentary room policy, or, is it low food prices for your banquets?

The following chart will give you an appreciation on how a hotel makes its money.  It is by no means absolute and should be regarded as a guideline to help you understand the hotel industry.

	THE HOTEL INDUSTRY DOLLAR $

HOW A HOTEL MAKES ITS MONEY

	Source
	Revenue
	Hotel Profit
	Direct Expense

	Rooms
	60.5 4
	74  %
	26 %

	Food 

Beverage
	23.5    }     32.4 4

8.9      }
	19 %
	81 %

	Other Operations
	4.9 4
	45 %
	55 %

	Sub-Rentals
	2.2 4
	45 %
	55 %

	Total $1.00
	$ 1.00
	 $ 54.13 Profit
	 $ 45.87 Expense


What Areas You Can Negotiate
Dates:
Ask the hotels when is the best date to hold the Conference.  Make sure you advise JCI as to the response of the hotel. In some cases the dates proposed by the hotel may be excellent for them because you are filling empty space, thus, obtaining excellent room rates and terms, but terrible for JCI and the delegates. Therefore, keep JCI informed!

Sleeping Rooms:
Very few hotels will guarantee their rates over two years in advance. It is therefore recommended depending on the policies of the hotels in your country, to choose one of these options.

· A maximum percentage of increase for example, a hike of no more than five percent (5%) over the current group or net rate for each year from now until the event.

· An agreed percentage off the rack rate (published room price) at the time of the event.

· Negotiate the guaranteed room rates fourteen (14) months prior to the Conference when you will confirm the choice of Headquarters Hotel and provide the hotel with a list of services and activities which will be held there.

· It is important when you negotiate the room rates, that you include standard, deluxe rooms and suites in your contract.  Ensure that you clearly indicate how many of each category you are reserving.  You should include in your negotiations such extras, if applicable, as number of newly renovated rooms available, rooms on pool side or beachfront, or early check-in and late check-out facilities.

Complimentary Room Policy:
The standard formula for complimentary rooms is one free room for every fifty (50) on the bill.  This area can be negotiated and such factors as: is it low or high season for the hotel, total number of rooms used, number of banquets held in the hotel, will all play a part in the determination as to what your final complimentary policy will be.   (JCI has negotiated, on behalf of organizing committees, policies of as many as one (1) room free per every fifteen (15) rooms used). You may wish to negotiate a free suite for the price of a single room. (For example, suite for World President, Secretary General and possibly Conference Director).

Food and Beverage:

You should negotiate

· Maximum percent of increase over the negotiated price (should you sign a contract a year out).

· The right to increase of decrease a meal count by ten (10) percent with no penalty.

· Ask if you can guarantee the numbers forty-eight hours out.

· Negotiate a percentage or flat fee for gratuities and service charges.

Meeting & Exhibit Rooms:
If Conference is held during low season, the hotel should provide you with the meeting space free of charge. Verify if, in your city, charges for function rooms and setups are the norm.

Can you hold the meeting space for twenty-four (24) hours or must you vacate by 1700 hours.

Deposit:
You should settle this issue first.  If a deposit is required, agree on a due date and amount.  One night deposit is the standard.

If the amount of room deposits is substantial, you should request interest on your money.

Cancellation Policy:
Ensure that both parties are clear as to the date that unused rooms will be returned to the hotel with no penalty.

JCI delegates are notoriously late in confirming their attendance at a Conference. In some cases, such as the Montreal World Congress, fifteen (15) percent of the total attendees had made no hotel reservations and had not advised the COC that they were coming. Ensure that you negotiate a clause that, should you need extra rooms at the tie of the conference, these would be available at your negotiated rate and not the rack rate. In addition, this clause should state that you can pick up all available rooms at the time of the Conference if they are needed.

In addition, negotiate that, should less people attend the Conference than expected, you would pay no penalty up to a ten (10) percent of no-shows from the last guaranteed room block and for all no-shows beyond the ten (10) percent, you would only be responsible for one night room deposit or a pre-negotiated price.  This is crucial. It has happened that, due to unforeseen circumstances, fewer delegates attended than were expected or canceled at the last minute, leaving the COC to pay for the full duration of their stay even if the room was not used.  Be clear as to what you are responsible for.

Payment Policy:
Does the hotel require a room deposit only?  Or a room deposit and full payment fifteen (15) days prior the Conference?  If you hire an accommodations agent, JCI will verify when the room costs are to be paid to the hotels. Many agents include clauses in their contracts with hotels which guarantee payment only thirty (30) days after the conclusion of the event.

This obviously means that the agent is collecting interest on a substantial sum of money for thirty  (30) days.  JCI recommends, under those circumstances, that a percentage of the interest payment be returned to the COC.

Miscellaneous Items:

Mailing pieces, shell brochures, and printed cards (for JCI memberss to fill out and mail in for room reservations) are available as well as:

· Special give-away such as buttons, pens, rings, bottle openers, etc.

· VIP treatment for key individuals such as fruit baskets and flowers.

· Registration personnel, computers, or walkie-talkies/mobiles.

· Printing Services.

· Free Parking for Conference personnel.

Finally, verify when the Union contract expires to ensure that you do not run the risk of a strike during the Conference.  Check that there is no planned renovation/demolition during that period.  Assure yourself that a clause is included in the Contract that will protect you in case the property is sold.

Remember, all these points must be on paper to protect yourself, the delegate and the organization. You can never ask too many questions in negotiating with hotels.  The enclosed checklist, should help you in your negotiations.

* See Checklist for Hotel Negotiations.

B - AIRLINE NEGOTIATION

The same basic rules that apply for negotiating with hotels, apply for airlines. The key element in negotiating with an airline is whether your conference is a high or low season for them.  Convention business, if it is in low season, can improve a carrier’s cash flow and facilitate its planning at a weak point of the year.

The biggest hurdle you face in negotiating with an airline is that you cannot guarantee that National  JCI Organizations will use your official airline as their carrier. Thus, the airfare that the official airline will offer, from the various destinations to your country, is crucial.

You should negotiate with the airline on the basis of one to three tickets plus reduced tickets for the members of your bid Committee attending the Conference at which you will bid.

Once you have obtained the Conference, it is traditional that the official airline will provide you with a set number of free tickets (number depends on destinations you need) and provide you with advance productivity passes which are advanced free tickets for every expected delegate which will use the official airline to attend the Conference.  Note: If you do not reach the expected targets, you may be asked to reimburse some of the free passes).

For Conferences, the normal point at which negotiations begin, for Aadvance productivity passes, is one (1) free ticket for fifty (50) passengers.  A ratio of forty (40) delegates to one (1) free ticket is available.

You may also negotiate the following:

· Up to fifty (50) to sixty (60) percent discounts on conference-bound cargo.

· Promotional support, shells for printing an printing of direct mail pieces.

· Credit all JCI delegates with two thousand (2,000) bonus miles on the Bonus program for attending the Conference (applicable only in the USA and Canada).

· All major carriers have special phone numbers (1-800 in the USA and Canada), to receive and track reservations, and can provide you with a number of reports on how and when delegates will arrive in your city.

With international fares, carriers have no legal room to bargain but they will bend fare rules and promotional fares are always available.  For example, airlines may overlook minimum stay requirements on Apex fares and waive applicable stopover charges f or conference attendees.

On average, you can expect to be able to negotiate fare reductions for yourself and delegates which will range from fifty-five (55) to forty-five (45) percent off coach prices.  The key elements in negotiating are: is it high or low season?  Where are you going?  Where are delegations coming from?

Once you have that information, your negotiating position is enhanced.  For example, if you know that your official airline’s route to Japan usually is half-full, (knowing that Japan will send a minimum of one hundred (100) delegates to your Conference), then you can obtain excellent pries for that particular route. Many past Organizing Committees have simply asked the official airline to become an official sponsor of the Conference in return for promotional opportunities. For example, you may request from the carrier, a sponsorship of US $10,000 in travel tickets in return for the designation of the official airline.  Should you need more free tickets, the balance would be obtained on the basis of Aadvanced productivity passes.

You have to decide on your negotiating tactics. JCI recommends that you first ry to obtain the sponsorship of the tickets and only resort to the Aadvanced productivity passes negotiation, if you do not obtain satisfaction.

You are reminded that this is an area where you must maintain JCI abreast of negotiations.

Make sure that when you negotiate a contract, you specify that individual members will get the least expensive rate available at the time of booking whether it is a negotiated rate or another.

Many of the large airlines have no problem with being one of two designated carriers, as long as their route structures are not in direct competition with each other.  Make sure you ask your proposed airline if they object to a second official carrier.

C - ATTENDANCE FIGURES
Attendance figures of past conferences clearly indicate that, what will make or break your Conferences is:

· Delegates from your NOM.

Please provide your expected attendance figures to JCI.  JCI will review your estimates during the site inspection and ensure that your figures are realistic. These discussions will determine the level of attendance at which your budget should be made.

CHAPTER IV
A - THE BUDGET
The budget is the most crucial element of your bid. JCI will assess all line items in the budget to ensure that they are realistic.  During the site inspection, the JCI Officer will review each item individually with your Finance Committee or Director to ensure that the budget is clearly understood.

A sample budget with explanatory notes is provided with your contract to assist in the preparation of your own conference budget.  Some of the items mentioned in the Budget Guide are optional expenses which you may choose not to include in your own working budget.  These revenue and expense items are included only to alert the conference organizing committee to possible budgetary considerations.

CHAPTER V
A - THE SITE INSPECTION

JCI will send an officer to conduct the Conference site inspection.  The officer will stay in your city for a maximum of three (3) days.  The site inspection will be conducted at a time of the year convenient to both parties and prior to the Conference where you will win your bid.

It is strongly recommended that the visit be conducted as soon as possible to enable the JCI Officer to inspect the Conference site and evaluate with you the logistics of your city.  If the site inspection is conducted at an early stage, it will enable you to find solutions to problems encountered by the JCI officer, prior to the Conference where your bid will be approved.

In essence, the JCI officer will:

· Verify that the logistics of the city, that its venues, hotels, etc., are adequate to hold a conference.

· He will visit the city to ensure it is an attractive destination for delegates.  

· He will explain to you, the Conference Contract an all the related documents.

· He will study your budget, and provide you with advice.

· He will discuss with the proposed Conference Director, the organizational structure you plan to have.

· He will review with you, what worked and did not work in previous conferences.

· He will assess your ability to obtain sponsorship.

· He will assess the support you have obtained from your government, business community, LOM and NOM.

JCI is a volunteer organization.  We are there to help you, therefore, the JCI officer will work around your professional work schedules.

The Organizing Committee is to prepare the Agenda for the site inspection.  Please provide it to JCI by email or facsimile in advance.  These minimum items are to be included in the site inspection Agenda.
Visit to all the hotels used by the Organizing Committee. (JCI wishes to see a standard single and double room, the banquet facilities, the Cafeteria and/or restaurant facilities for each hotel.)

Headquarters Hotel.  Meeting with the Manager or Sales Manager to review JCI needs.

· See all types of rooms, singles, doubles and suites.

· Visit the Presidential and Chairman Suites.

· Review all banquet facilities.

· Examine all restaurant facilities.

· Attend a meeting of your LOM to answer questions from the LOM members.

· Visit all Conference venues used for: Seminars, Meetings, General Assembly, Opening Ceremony, Presidential Reception, Awards Ceremony, Closing Banquet and Ball, National Night, National Parties, other events you have planned for.

· Meet with the key members of the Conference Organizing Committee to answer questions.

· Meet with the Finance Director to review the budget (minimum of two hours).

· Meet with the promotional Director to review the promotion plan for the Conference.

· Time to review with the Conference Director and keymembers of the COC, the Conference Contract and related documents.

11)
Visit the Airport.

12)
Show the JCI officer the tourist aspect of your city which would interest a JCI delegate in attending your conference.  

13)
Should you feel it is appropriate, the JCI officer would be available to meet potential sponsors, government officials, NOM officers, etc., to explain what a JCI Area Conference is all about.

In drafting the agenda, remember, JCI is there to help you and answer all your questions.  We will attend all the meetings and work as early or as late as necessary.  Please feel free to use our services.

B - BIDDING AT THE AREA CONFERENCE
You have submitted all the required documents to JCI, you have been communicating regularly with JCI’s staff.  Now comes the most important time for you, your Conference Promotion.

Months of work will culminate into one short week in which the fate of your bid will be determined by the General Assembly of the Conference.  The following are some suggestions for you to consider in devising your promotional plan.

Your conference promotion will be related to the level of sponsorship you have been able to obtain.  Remember, nothing is ever guaranteed.  Ensure yourself that you can afford your promotional activity.  Should you lose or win, you do not want to have debts you cannot afford to pay and thus jeopardize your LOM. 

C - STRATEGY
The first item is to devise a winning promotional strategy based on your available budget.  The best way to devise your strategy is to think of your Host LOM as a political candidate.  (Use the same strategies that would be used to elect the Head of State of your country).  Instead of electing a Mayor of a city, your strategy is to elect your LOM to host an Area Conference.

Image: There are various aspects to developing an image for your bid. The following are some suggestions and examples that should be considered in developing your strategy.

Theme: Find a theme for your overall presentation. This theme should be maintained throughout the two (2) years of promotion (should you win the bid).  

IMPORTANT: The theme for a Conference is always dictated by JCI theme. For 2008 and behond, the theme should be “Be Better”. Please consult with JCI once you have your marketing theme to see if it’s aligned with the JCI overall theme. 

Marketing
Once you have your theme, all your marketing efforts such as brochures, posters, pines, buttons, etc., should reflect that theme.

Dress
An Area Conference will have numerous delegates.  Try to find a dress code for the Organizing Committee that will clearly differentiate you from the balance of the delegates.

Your National Delegation
It is crucial that you receive full support from your national executive and all the members of your NOM’s delegation.  There are two (2) important factors to the use of your National delegation.

· Clearly brief them as to what they need to say when they are asked a question.  It is recommended that the members of the National delegation, who are not part of the Conference Organizing Committee, limit their comments to generalities about your city and your country.  Specific questions as to the hotel room rates, air fares, venues, etc., should be answered only by members of the Conference Organizing Committee.  Remember, someone from your NOM saying the wrong things can hurt you more than your opposition.

To facilitate matters, it is advisable that the members of the Conference Organizing Committee wear a clothing item which marks them from the other members of the National delegation.

· Make sure you clearly brief the members of your National delegation as to which events you need their participation to create a visual effect.

In dealing with your NOM delegation, remember to brief and solicit the support of your NOM President and above all, communicate, communicate and communicate!

Your Organizing Committee: You must first decide how many members of the Organizing Committee you will take to the Conference.  Will you pay for their expenses or will they attend as volunteers?  In some cases, paying for their expenses permits you to have a greater control of their activities.  Once you have decided on the number of people who will attend the Conference form the COC, the most important part occurs prior to the Conference.   You need to:

· Brief every individual on the crucial aspects of your Conference, such as registration fee, hotels, airfare, meals provided, etc., so that the members of your committee can answer questions from delegates.

· Develop a daily program for each individual to ensure that all activities of conference are attended by someone from your committee.  

There is no doubt that the quality of your pre-conference briefings will have an impact on the success of your promotion.  Remember to hold daily meetings with your Committee during the Conference to review the plan and make necessary changes.

DELEGATES PROMOTION
Delegates attending a conference do not vote for the selection of the future Conference site, nevertheless, since many NOMs have daily morning briefings with their delegations, if you can create excitement about your bid, and a must attend attitude, delegates may influence their NOM Presidents.

Booth
Your promotional booth at the Conference will permit delegates to judge the quality of your bid. Your best communicators should be there at peak hours.  Make sure you have people who can speak various languages. Your booth should be attractive and informative. That is the location where a delegate can get more information on your conference and your city.

Audio Visual
The audio visual and your representation at General Assembly are critical to your image. A crisp, exciting and informative audio visual, may be the only image that both a delegate and a National President will have of your country and city.  Therefore, make it count.  Provide key information as  to the conference.  For example, a picture of the Headquarters Hotel and delegate hotels, venues used, airport and the, sell and promote your city and country.

Your Bid Book
The bid book you will provide to the Bid Certification Committee, National Presidents and key people should be both information as to the Conference you are planning to provide and as to the attractiveness of your city.

Suite or National Party

Finally, as all delegates who have attended an Area Conference will tell you, give a good National or Suite party.

VIP PROMOTION
It is important that you draft a list of key people to talk to. There are many individuals involved in the decision of where an Area Conference out to be held. Your VIP list should be divided in various sections, from very important to important.  Each section should have its own strategy.  The items that are important in this promotion are: support from your National Organization; support from key NOMs in your area; the quality of your bid book and of the services you plan to offer delegates at your Conference; your hospitality suite.

In this area of promotion, it is important that you consult and if possible, recruit the help of an individual from your NOM who is experienced internationally. 

D - PAST AREA CONFERENCE REPORTS
To help you in the preparation of your Area Conference budget and in the development of your plan of action for the upcoming years, we can supply with a past conference report. Please send us an email if you would like to have a copy.

These reports are a must reading for the members of your organizing committee. It is strongly recommended that you circulate these to enable your members to assess the opportunities and potential problems involved in organizing an Area Conference.

JUNIOR CHAMBER INTERNATIONAL (JCI), INC.

CONFERENCE BID FORM
City: 

Country: 

Bidding Local Organization:

A.
HOTELS:

1.
Headquarters Hotel Name


2.
Classify Headquarters Hotel:
Deluxe  
1st class
2nd class
3.
Are rooms air-conditioned and/or heated:


4.
Rooms and rates as of date of bid presentation:

a.
Number of rooms with bath: 

b.
Type

# of Rooms
Room Rates:
Min.

Max

Sgl

Dbl

Suites

5.
Other hotel facilities in headquarters hotel:

a.
Hotel restaurant capacity: 
b.
Bar or lounge?:  

6.
Other hotels: 
 Rooms Committed to Conference

Distance from

HQ Hotel and

Hotel
Air-Conditioned

Single

Double
Conference Center
Name
and/or Heated

No./Rate
No./Rate

7.
Are the above hotel room rates guaranteed at the time of the conference?

Yes

No


If "yes", a copy of the guarantee must accompany this bid form.

B.
TRANSPORTATION:

1.
Travel:

a.
How will delegates travel between hotels and conference function sites?

b.
Will a shuttle transport service be available between hotels and conference site?

Yes


No


c.
Average traveling time: 
2.
Will free transport be provided to and from airport?

Yes


No


3.
Will chauffeured cars be available for the JCI President and Conference Chairman?

Yes


No


4.
Comments:

C.
MEALS AND SOCIAL FUNCTIONS:

1.
a.The following meals will be provided:

Date


Location

Seating Capacity

Luncheon No. 1:

Luncheon No. 2:

Luncheon No. 3:

Banquet & Ball:

b.
Distance between meals venues and the conference center:

Date


Location

Distance

Luncheon No. 1:

Luncheon No. 2:

Luncheon No. 3:

Banquet & Ball:

2.
Other meals and social functions to be provided:

Date


Location

Distance

(1) __________:

(2) __________:
(3) __________:

(4) __________:

3.
Comments:

D.
LANGUAGE FACILITIES:

1.
Host City shall provide amplifying and simultaneous translation equipment as needed, with porfessional interpreters at the following functions and the following languages:

a.
Opening Ceremony:

(1)


(2) 


(3) 


(4) 

b.
General Assembly:

(1)


(2) 


(3) 


(4) 

c.
Discussion Group Sessions:

Room 1-1.
(1)


(2) 


(3) 


(4) 

Room 2-1.
(1)


(2) 


(3) 


(4) 

Room 3-1.
(1)


(2) 


(3) 


(4) 
Room 4-1.
(1)


(2) 


(3) 


(4) 
d.
JCI Seminars:

Room 1-1.
(1)


(2) 


(3) 


(4) 

Room 2-1.
(1)


(2) 


(3) 


(4) 

Room 3-1.
(1)


(2) 


(3) 


(4) 

Room 4-1.
(1)


(2) 


(3) 


(4) 

2.
Into which languages will the minutes of all meetings be translated and produced?

(1)


(2) 


(3) 


(4) 

3.
Comments:

Note:
If Simultaneous Interpretation facilities will be provided, all details of the Host City's contract with the professional interpreters shall be subject to the approval of the Secretary General.

E.
THE INFORMATION IN THE ANNEXATION TO THIS CONFERENCE BID FORM IS INCLUDED FOR INFORMATION PURPOSES ONLY.

F.
EXECUTION:

1.
Host City has executed the above bid and hereby acknowledges notice that, if the bid is awarded, all of the foregoing shall constitute part of the contract between Host City and JCI and shall be incorporated in said contract.

2.
Host City further warrants that it has seen the present contract used by JCI and shall execute the same upon awarding of the bid to it.

3.
Host City further warrants that it has answered all paragraphs of this formal bid presentation and has incorporated these in the same sequence into the formal bid presentation and that all information given and all material accompanying this bid is part of the bid and is true and valid.

4.
It is intended that this bid shall be legally binding on the host city and shall not be varied except in writing to the Secretary General of the organization.  No verbal promises may be accepted by the organization, as an amendment of this bid and only such written promises as are signed by the parties signing this bid or such other parties as the parties signing this bid shall indicate to the Secretary General of the Organization as being authorized to make alterations in writing on behalf of the Host City.







Executed this      day of                          , 20
1.


Name of Host City Local Organization


Local President

2.


Name of Host National Organization


National President

JUNIOR CHAMBER INTERNATIONAL (JCI), INC.

3.


Secretary General


APPENDIX I

*(To be used as a guide)
Date of Budget Submission

(NAME)  OF AREA CONFERENCE


INCOME

Registration Fees:
(In U.S. dollars or national currency) These amounts should be calculated based on half the registration income to be received by the Committee.

a)
Number of delegates X Amount.

.........

Full Registration :You should use

85% of the total attendance figures. 

b)
Number of delegates X Amount

..........

15% of the delegates are usually at the

15% penalty.

Registration Net

..........

TOTAL

..........
Government Sponsorship:
City


..........

State/Province

..........

National

..........

TOTAL

..........
Private Sponsorship:
National/Local JCI Organizations

..........

Include in this area all special levies or

grants to the COC from the National or local

JCI Organizations.

Corporate Sponsorship

..........

Tours Commission

..........

Depending on country and negotiation 

abilities, the COC should receive as a 

minimum, 5% of the gross from the official

tours agency.

Hotel Commissions

..........

Hotel commissions and complimentary

policies revenue can only be included after

approval by JCI's Secretary General. These

revenues will vary depending on the country

and the area.

PLEASE NOTE: JCI has expertise in this area

and we will monitor it.

TOTAL

..........
Advertisting:
Souvenir Program

..........

Handbook (Optional) 

..........

Inserts in Delegate's Kit

..........

You may include as many promotional inserts

in the delegates kit as you wish. We recom-

mend no more than 10 inserts.


NOTE: You require JCI's (SG's) approval on

the material you will include in kit.

Conference Newspaper.  

..........

TOTAL
..........
Income Generated by Conference:
Single Event Tickets

..........

Trade Show

..........

Booths to other JCIss

..........

Souvenirs

..........

Spouses Program

..........


Should parts of the program be open to the

citizens of your city and/or part of the program

has a charge associated to it. Verify with JCI.

Senators Program

..........


Should part of the program have a charge to

it. Verify with JCI.

TOTAL

..........
Miscellaneous:
Percentage on sales at cash bars.

.........

Should you have cash bars in some of your

activities, you may wish to negotiate a

percentage (5%) of the gross sales from the

caterer. Less than $1000 should be expected from

this area.

Interests earned on short term deposits

..........

Cancellation Fees

..........

TOTAL

.........
TOTAL INCOME

..........

EXPENDITURES

I.
GENERAL ADMINISTRATION
A.
Conference Personnel
List Title/Salary of full-time Staff
Please list title, weekly or monthly salary

for all staff to be hired.

Salary "X" Weeks "X" Months

..........

Secretarial Help

..........

Fringe Benefits

..........

Are the dues or levies to be paid to the

government or other agencies, ex. Social

Security, medical insurance, etc.

TOTAL

..........

B.
Part-Time Staff
1.
Hostesses
All costs related to personnel to be hired

for the Conference Week. You may wish

to use JCIss or other options,

such as university students at a minimal fee.

Opening Ceremony

No. needed "X" Hour wage

..........

Information Booth

..........

Conference Week

..........

Awards Ceremony

..........

(National) Night

..........

Presidential Banquet and Ball

..........

TOTAL

..........
2.
Professional Part-time Help
This is specialized help needed for specific projects.

Additional Secretarial Services

..........

Translators

..........

TOTAL

..........
3.
Miscellaneous Requirements
TOTAL

..........

C.
Legal Costs

..........

D.
Insurance Cost (as specified in the Contract)

..........

E.
Finance
Accounting and Auditing

..........

Interest and Bank Charges

..........

TOTAL

..........

F.
Licenses and Permits

..........

G.
Organizing Committee's Office Requirements
1.
Pre-Conference - Includes:
Stationary, Furniture requirements,

Office equipment rental, etc

...........

2.
Congress Week

Additional supplies for COC

Secretariat and Committees, e.g. tape,

pens, markers, sign paper, etc

...........

TOTAL

..........

H.
Postage
1.
Regular Mail
National

..........

Continental

..........

International

..........

Courier Services

..........

TOTAL

..........
2.
Promotional Mail
(Review your Marketing plan and list

the cost of mailing for each marketing

activity, e.g. mailing to all NOM

Presidents and key people

the year of the Conference. Cost: "XXXX")

List type and no. of mailings.

ex. National circulars,

Cost "X" number

..........

TOTAL

..........

I.
C.O.C. Office Rental and Services

..........
Services is to include all taxes such as water

and electricity.
J.
Committee Expenses  (Pre-Congress)
All costs related to the meetings of the COC,

the obtention of sponsorship and the hosting

of guests and VIPs.

Entertainment of Guests

..........

Car Allowances

..........

Sponsorship Costs

..........

C.O.C. Meeting Expenses

..........

TOTAL

..........
K.
Communication Budget

1.
Pre-Conference
Telephone (incl. installation costs)

..........

Fascimile Facilities (if required)

..........

TOTAL

..........
2.
Conference
C.O.C. new telephone lines at the COC

Secretariat

..........

JCI Secretariat telephone lines

..........

Walkie-Talkies (JCI & COC)

..........

Cell Phones (JCI & COC)

.........

TOTAL

..........

L.
Uniforms and Badges for

Committees Members (Optional)

..........

M.
Rental Fees
Convention Center

..........

Other Locations (list)

..........

(List all other venue used during Conference

and the rental fees incurred by the COC.)

..........

TOTAL

.........

N.
Set-Up Costs
(Costs of  manpower, equipment, etc.

needed to set-up a required room  which

COC is responsible for. Many facilities have

hidden costs. Ensure that for all venues you

know exactly what the venue management will

provide with the rental. Can you

hire outside people  or must you use

the venue's staff and services, which is usually

more expensive?)

..........

O.
Security
(Costs of hiring security guards at venues

if required. e.g. Trade Show)

..........

P.
Cloakroom
(If weather is cold and COC provides free

cloakroom facilities.)

..........
TOTAL GENERAL ADMINISTRATION


..........
II.
COMMITTEE EXPENSES
A.
Trade Show
Production of Pamphlet

..........

Mailing (To NOMs or interested parties)

..........

Booth Cost

..........

(You will charge the exhibitor the booth

cost, but you will be responsible to pay the

contractor for the cost of the booth.)

TOTAL

..........

B.
Registrations
Any cost associated with set up of booths for

senators, speakers, etc. in registration area.

TOTAL

..........
2.
Delegate's Kit

No. of delegates X amount for pen

..........

No. of delegates X amount for pad

.........

TOTAL

..........

C.
Speakers , VIPs, Trainers
Cost of guest speakers and trainers

..........

Accommodation, transport, and

entertainment

..........

TOTAL

..........

D.
Service Programs
Senators Program (Breakdown the costs: e.g.)

Reception

..........

Luncheon

..........

Social Program

..........

TOTAL

..........
Spouses Program (Breakdown the costs: e.g.)

Reception

..........

Luncheon

..........

Social Program

..........
TOTAL

..........

E.
Transportation
1.
Bus shuttle service between

hotels and venues (list for each day):

DAY--Cost per bus X no. of buses


..........

TOTAL

..........
2.
Bus shuttle service from hotels

and airport (arrival and departure days)

(list for each day):

DAY--Cost per bus X no. of buses


..........

TOTAL

..........
3.
Home Hospitality

No. of buses X Cost

..........

TOTAL

..........
4.
JCI Requirements

a.
Car for President and SG

..........

b.
Transportation for JCI staff

..........

(cars or buses to be agreed

with JCI))

c.
Bus for Board members for

transportation to venues

..........

(You will require buses for the

Board members should your Board

dinners be held at another venue

than the HQ hotel.)

TOTAL

..........
5.
C.O.C. Requirements

a.
 Cars for Conference Director,

C.O.C. Members, Runners

..........

(Transport for COC runners, that

is, people which will bring material,

equipment or personnel from one

location to another for the exclusive

use of the COC.)

b.
 Passenger vans for VIPs

(pick up) and delivery of

C.O.C. materials

..........

(One or two passenger vans are

best suited to pick up all VIPs

which arrive for the pre-Congress

meetings. These vans can also be

used to move COC personnel and

equipment during the Congress

Week.)

TOTAL

..........
6.
Additional Transport

a.
Spouse's Program

..........

b.
 Senators Program

..........

c.
VIP transport for special

receptions

..........

(Should you have any special receptions

where transport of VIPs is required,

indicate it here. e.g. Past Congress

Directors luncheon which can be held at

a sponsored location outside the Congress

venues.)

TOTAL

..........
7.
Cost of Parking at hotel and

venues for JCI and COC cars

..........

F.
Meal Functions
If you are giving free beverages, indicate

where applicable, the quantity, the unit cost,

and the type of beverage (wine, beer, etc.)

1. 
Home Hospitality:
(food costs associated with program, if any)

..........

2.
 Lunch:
(cost X no. of delegates)

..........

3.
 Lunch:
(cost X no. of delegates)

..........

4.
 Lunch:
(cost X no. of delegates)

..........

5.
 Presidential Banquet/Ball:
(cost X no. of people)

..........

(Number of people in attendance will depend

on departure times of the delegates. We

recommend you budget on 80% international

attendance.)

Liquor cost (ex. wine, beer

indicate amt. given free)

..........

6.
 Welcome Party:
Food cost

..........

Liquor cost

..........

7.
 National Night:
Food cost

..........

Liquor cost

..........

8.
 Punch and Soft Drinks:
For Chief Delegates in waiting

area for Opening Ceremony

..........

Non-alcoholic beverages to be given to

Chief Delegates while they wait to be 

assembled and introduced prior to

Opening Ceremony.

9.
 C.O.C. Meal Costs:
For volunteers in the COC

Secretariat offices

..........

Food and beverages for the members

of your COC working at your offices

during Congress.

10.
 Miscellaneous Food Functions:

..........

All other items not covered.

TOTAL

..........

G.
Entertainment(List type of entertainment and entertainer for each

event with their associated cost.)
Welcome Party

..........

Opening Ceremony

..........

National Night

..........

Awards Ceremony

..........

Presidential Banquet and Ball

..........

TOTAL

..........

H.
Stage, Decor, Signs and Banners
Airport, Bus and Train Station

..........

Opening Ceremony

..........

Should you require to build a stage

which would then be used for General

Assembly or other events, include costs

here.

Welcome Party

..........

Awards Ceremony

..........


Presidential Banquet and Ball

..........

National Night

..........

General Assembly

..........

Banners for Seminars

..........

All Seminars require a banner with the

name provided in the four languages,

the Congress logo and JCI logo.

Door Signs for Seminars and Events

..........

General Signalization/Directional Signs

..........

General Venue Decor

..........

TOTAL

..........

I.
Technical Requirements
Sound and Lighting Equipment

..........

Sound and Lighting Technicians

..........

Giant Projection Screens, if needed  (cost

to include equipment & manpower)

..........

Audio Visual requirements for Seminars

..........

Equipment for Seminars  (e.g. flipcharts,

pens, pads, pencils, gavels at seminars)

..........

TOTAL

..........

J.
Producers
Should you wish to hire professional producers

to work with your committee, include their

fee in this area.

..........

K.
Accommodation Agents
Should you be paying a fee to an accommodation

agent to handle that aspect of Congress,

include their fees in this area.

..........
III.
CONGRESS EXPENSES
A.
JCI World President
Suite Cost

..........

Chauffeur or Assistant

..........

You may wish to provide an assistant

who will work as a personal secretary

to the President. This individual can/should

be a volunteer.

TOTAL

.........

B.
JCI Secretary General
Suite Cost

..........

Chauffeur or Assistant

..........

You may wish to provide an assistant

who will work as a personal secretary

to the SG. This individual can/should be

a volunteer.

TOTAL

..........

C.
Congress Director
Suite in Headquarter Hotel

..........

Expense Account during Congress

..........

Bar in Suite

..........

TOTAL

..........

D.
Presents by Organizing Committee  (Optional)
Special gavel for World President

..........

Gifts to:President

..........

Secretary General

..........

Board Members

.........

Chief Delegates

..........

Key People

..........

TOTAL

..........

E.
Free Registrations
Committee Members and Committee VIPs

.........

(This line item reflects costs not incurred in other budget line items.)

F.
JCI's General Assembly
Voting Sticks

..........

One voting stick per NOM.

Name Plates for Board Members

..........

To be provided for all Board members.

Name Plates for Chairman Speakers

 of Seminars

..........

Voting boxes for elections

.........

A minimum of 9 boxes are required.

TOTAL

..........

IV.
JCI Secretariat
A.
JCI Secretariat
Rental of Office Equipment

(desks, filing cabinets, chairs,

lamps, etc.)

..........
TOTAL

..........
V.
Marketing
A.
Printing
Congress Souvenir Program

..........

Programs for Ceremonies: (Optional)

Opening Ceremony

.........

Awards Ceremony

..........

Presidential Banquet and Ball

..........

Printing

..........

Manpower

..........

Distribution Costs

..........

Conference Handbook (Optional)

..........

Printing Agendas of Seminars

..........

(To be distributed to all delegates)

Printing of Promotional Brochures

..........

List all planned promotional items with

quantities and languages to be printed

in.

NOTE: Consult with JCI prior to printing.

Home Hospitality Recruitment Flyers

..........

Press Kits 

..........

(Prior, during and after Congress)

Trade Show Kits

..........

Miscellaneous Printing

..........

(menus, invitations, etc.)

TOTAL

.........
B.
Audio Visual Marketing
Videos or slide-shows for conference promo.

..........

TOTAL

..........

C.
Press
Registration

..........

Should you provide free registration

to the press for all events. You may

wish to provide special badges for the

press with limited entry to events.

NOTE: Consult with JCI.

Press Center (equipment)

..........

Press Lounge (food and coffee)

..........

Press Conferences

..........

(Before, During, After)

TOTAL

..........

D.
Conference Souvenir Items

..........

Cost of souvenir items and booth to sell them

at Conference. Please itemize costs such as 

manpower, booth costs, and souvenir items.

NOTE: You require JCI's approval on all items.
E.
Photography


..........
Please ensure that JCI will receive an album

of pictures of all events after the Conference.
F.
Banners and Kits for Chairman Program (Optional)

..........

VI.
PROMOTIONS

List all promotional trips, number of people

being sent, airfare cost, hotel, per diems,

shipping of promotional material, suite cost,

entertainment, and Conference party cost, e.g.:
A.
Conference previous to your own:
Number X Airfare

..........

Number X Hotel

..........

Number X Per Diem

..........

Cost Shipping Promotional Material

..........

Entry/Customs Duties

..........

Suite for Entertaining

..........

Entertaining Cost

..........

Conference Party

..........

Other Costs

..........

TOTAL

..........
List same for:

Continental Promotion or Area Promotion

National Promotion

Other International Promotions

TOTAL

..........

B.
Meetings to Attend
January EXCOM in Saint Louis

..........

MidYear Executive Committee in Saint Louis

..........

TOTAL

..........

CONFERENCE BUDGET
Section I

General Administration

..........

Section II

Committee Expenses

..........

Section III

Congress Expenses

..........

Section IV

JCI Secretariat

.........

Section V

Marketing

..........

Section VI

Promotions

..........
TOTAL

..........
Total Conference Budget

..........

2.5% Security Margin

..........

TOTAL

..........
SAMPLE FORM CONFERENCE BUDGET TO BE SUBMITTED TO JCI (THIS IS ONLY AN EXAMPLE. YOU MAY NOT NEED TO USE ALL THE ACCOUNTS THAT WE ARE DISPLAYING HERE. SOME ACCOUNT ARE USED ONLY FOR CONGRESS)

APPENDIX II

INCOME

BUDGETED


OBTAINED

CASH
KIND  BALANCE

100-000-000
Registration Fees:






100-001-000
a)


..........

............
............
............

100-002-000
b)


..........

............
............
............

Registration Net


..........

............
............
............

TOTAL
..........


101-000-000
Government sponsorship;
101-001-000
City


..........

............
............
............

101-002-000
State/Province


..........

............
............
............

101-003-000
National


..........

............
............
............

TOTAL
..........

102-000-000
Private Sponsorship:

102-001-000
National/Local JCI Organizations


..........

............
............
............

102-002-000
Corporate Sponsorship


..........

............
............
............

102-003-000
Tours Commission


..........

............
............
............

102-004-000
Hotels Commission


..........

............
............
............

TOTAL
...........

............
............
............

104-005-000
Spouses Program


..........

............
............
............

104-006-000
Senators Program


..........

............
............
............

TOTAL
..........
...........

105-000-000
Miscellaneous:

105-001-000
Percentage on sales at cash bars


..........

............
............
............

105-002-000
Interest earned on short term deposits


..........

............
............
............

TOTAL
..........
..........
...........
............
............

TOTAL INCOME.............................................

103-000-000
Advertising:


..........

............
............
............

103-001-000
Souvenir Program


..........

............
............
............

103-002-000
Handbook


..........

............
............
............

103-003-000
Inserts in Delegate’s Kit


..........

............
............
............

103-004-000
Congress Newspaper


..........

............
............
............

TOTAL
..........
...........

105-000-000
Miscellaneous:

105-001-000
Percentage on sales at cash bars


..........

............
............
............

105-002-000
Interest earned on short term deposits


..........

............
............
............

TOTAL
..........
..........
...........
............
............


TOTAL INCOME
..........
...........
............
............


EXPENDITURES

SPENT

CASH      KIND BALANCE

200-000-000
1.
General Administration
200-001-000
A.
Congress Personnel

______X______X______


..........

............
............
............

______X______X______


..........

............
............
............

______X______X______


..........

............
............
............

______X______X______


..........

............
............
............

______X______X______


..........

............
............
............

Total
...........

............
............
............

200-002-000

Secretarial Help

______X______X______


..........

............
............
............

______X______X______


..........

............
............
............

______X______X______


..........

............
............
............

Total
...........

............
............
............

200-003-000

Fringe Benefits


..........

............
............
............

TOTAL

............
............
............
............

201-000-000
B.
Part-Time Staff
201-001-000

1.
Hostesses

201-001-001


Opening Ceremony

______X______


..........

............
............
............

201-001-002


Information Booth

______X______


..........

............
............
............

201-001-003


Congress Week

______X______


..........

............
............
............

201-001-004


Awards Ceremony

______X______


..........

............
............
............

201-001-005


T.O.Y.P. Ceremony

______X______


..........

............
............
............

201-001-006


National Night

______X______


..........

............
............
............

201-001-007


Presidential Banquet and Ball

______X______


..........

............
............
............

_____________

______X______


..........

............
............
...........

TOTAL
...........

............
............
............

201-002-000
2.
Professional Part-time Help
201-002-001

Additional Secretarial Services


..........

............
............
...........

201-002-002

Translators


..........

............
............
...........

..........

............
............
...........

..........

............
............
...........

TOTAL
..........

............
............
............

201-003-000
3.
Miscellaneous Requirements

..........

............
............
...........

..........

............
............
...........
TOTAL
..........

............
............
............

202-000-000
C.
Legal Costs


........

..............
........................

..........

............
............
...........

..........

............
............
...........

TOTAL
..........

............
............
............

203-000-000
D.
Insurance Cost





..........

............
............
............

..........

............
............
............

..........

............
............
............

TOTAL
..........
............
............
............
............

204-000-000
E.
Finance






204-001-000

Accounting and Auditing


..........

............
............
............

204-002-000

Interest and Bank Charges


..........

............
............
............

TOTAL
...........
...........
............
............
............

205-000-000
F.
Licenses and Permits



..........
............
............
............

TOTAL
...........
...........
............
............
............

206-000-000
G.
Organizing Committee's Office Requirements
206-001-000

Pre-Congress-Includes:

206-001-001

Stationary


..........

............
............
............

206-001-002

Furniture


..........

............
............
............

206-001-003

Equipment Rental


..........

............
............
............

206-001-004

Other



..........

............
........................

TOTAL
...........

............
............
............

206-002-000

Congress Week-Includes:

206-002-001

Add'l Supplies for COC


..........

............
............
............

206-002-002

Add'l Supplies for Secretariat


..........

............
............
............

206-002-003

Add'l Supplies for Committees


..........

............
............
............

206-002-004

Other



..........

............
........................

TOTAL
...........

............
............
............

TOTAL
..........
..........
............
............
............

207-000-000
H.
Postage

207-001-000

1.
Regular Mail
207-001-001


National


..........

............
............
............

207-001-002


Continental


..........

............
............
............

207-001-003


International


..........

............
............
...........

207-001-004


Courier Services


..........

............
............
............

TOTAL
..........
.
............
............
............

207-002-000

2.
Promotional Mail

..........

............
............
...........

..........

............
............
...........

..........

............
............
...........

TOTAL
..........
.
............
............
............

TOTAL
..........
..........
............
............
............

208-000-000
I.
Office Rental and Services
..........

............
............
...........

..........

............
............
...........

..........

............
............
...........

TOTAL
...........
..........
............
............
............
209-000-000
J.
Committee Expenses (Pre Congress)
209-001-000

Entertainment of Guests


..........

............
............
...........

209-002-000

Car Allowances


..........

............
............
...........

209-003-000

Sponsorship Costs


..........

............
............
...........

209-004-000

COC Meeting Expenses


..........

............
............
...........

TOTAL
..........
..........
............
............
............

210-000-000
K.
Communication Budget
210-001-000

1.
Pre-Congress

210-001-001


Telephone (incl. installation costs)


..........

............
............
...........

210-001-002


Internet (incl. installation costs)


..........

............
............
...........

210-001-003


Facsimile Facilities


..........

............
............
...........

TOTAL
..........
..........
............
............
............

210-002-000

2.
Congress

210-002-001


C.O.C. New Telephone Lines


..........

............
............
...........

210-002-002


JCI telephone Lines


..........

............
............
...........

210-002-003


Walkie Talkies (JCI & COC)


..........

............
............
...........

210-002-004


Cell Phones (JCI & COC)


..........

............
............
...........

TOTAL
..........
..........
............
............
...........

211-000-000
L.
Uniforms and Badges for Committee Members


..........

............
.......................

TOTAL
..........
..........
............
............
...........

212-000-000
M.
Rental Fees


..........

............
............
...........

..........

............
............
...........

..........

............
............
...........

TOTAL
..........
..........
............
............
...........

213-000-000
N.
Set Up Costs


..........

............
............
...........

..........

............
............
...........

..........

............
............
...........

TOTAL
..........
..........
............
............
...........

214-000-000
O.
Security

..........

............
............
...........

TOTAL
..........
..........
............
............
...........

215-000-000
P.
Cloakroom
..........

............
............
...........

TOTAL
..........
..........
............
............
...........


TOTAL GENERAL ADMINISTRATION


..........
.............
............
............

300-000-000
II.
COMMITTEE EXPENSES
300-000-000
A.
Trade Show
300-001-000

Production of Pamphlet


..........


............
............
............

300-002-000

Mailing


..........


............
............
............

300-003-000

Booth Cost


..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6

..........

............
............
............

301-000-000
B.
Registrations
301-001-000

_______ X _____ for pen


..........


............
............
............
301-002-000

_______ X _____ for pad


..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6

..........

............
............
............

302-000-000
C.
Training Program 


302-001-000

Speakers & Trainers fees


..........


............
............
............

302-002-000

Accommodation, transport, and

entertainment


..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6

..........

............
............
............

303-000-000
D.
Service Programs
303-001-000

Senators Program


..........


............
............
............

..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6

..........

............
............
............

303-002-000

Spouses Program

..........


............
............
............

..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6

..........

............
............
............

304-000-000
E.
Transportation
304-001-000

1.
Bus shuttle service between

hotels and venues:

___ -- _______ X _______

..........


............
............
............

___ -- _______ X _______

..........


............
............
............

___ -- _______ X _______

..........


............
............
............

___ -- _______ X _______

..........


............
............
............

___ -- _______ X _______

..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6
..........


............
............
............

304-002-000

2.
Bus shuttle service from hotels

and airport (arrival and departure):

__ -- _______ X _______

..........


............
............
............

__ -- _______ X _______

..........


............
............
............

__ -- _______ X _______

..........


............
............
............

__ -- _______ X _______

..........


............
............
............

__ -- _______ X _______

..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6
..........


............
............
............

304-003-000

3.
Home Hospitality

_______ X _______


..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6
..........


............
............
............

304-004-000

4.
JCI Requirements

304-004-001

a. 
Car for President and SG


..........


............
............
............

304-004-002

b.
 Transportation for JCI staff


..........


............
............
............

..........


............
............
............

..........


............
............
............

..........


............
............
............

..........


............
............
............

304-004-003

c. 
Bus for Board members for

transportation to venues


..........


............
............
............

..........


............
............
............

..........


............
............
............

..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6
..........


............
............
............

304-005-000

5.
C.O.C. Requirements

304-005-001

a.
 Cars for Congress Director,

C.O.C. Members, Runners


..........


............
............
............

..........


............
............
............

..........


............
............
............

..........


............
............
............

304-005-002

b.
 Passenger vans for VIPs

(pick up) and delivery of

C.O.C. materials


..........


............
............
............

..........


............
............
............

..........


............
............
............

..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6
..........


............
............
............

304-006-000

6.
Additional Transport

304-006-001

a. 
Spouse's Program


..........


............
............
............

..........


............
............
............

..........


............
............
............

..........


............
............
............

304-006-002

b.
 Senators Program


..........


............
............
............

..........


............
............
............

..........


............
............
............

..........


............
............
............

304-006-003

c.
 VIP transport for special

receptions


..........


............
............
............

..........


............
............
............

..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6
..........


............
............
............

304-007-000

7.
Cost of Parking at hotel and

venues for JCI and COC cars

TOTAL
...........


............
............
............

TOTAL
...........
..........

............
............
............

305-000-000
F.
Meal Functions

305-001-000

1.
 Home Hospitality:
..........


............
............
............

305-002-000

2.
 Lunch:
(_______ X _______)


..........


............
............
............

305-003-000

3.
 Lunch:
(_______ X _______)


..........


............
............
............

305-004-000

4. 
Lunch:
(_______ X _______)


..........


............
............
............

305-005-000

5.
 Lunch:
(_______ X _______)


..........


............
............
............

305-006-000

6. 
Lunch:
(_______ X _______)


..........


............
............
............

305-007-000

7.
 Presidential Banquet/Ball:

(_______ X _______)


..........


............
............
............

Liquor cost


..........


............
............
............

305-008-000

8.
 Welcome Party:

305-008-001


Food cost


..........


............
............
............

305-008-002


Liquor cost


..........


............
............
............

305-009-000

9.
 National Night:

305-009-001


Food cost


..........


............
............
............

305-009-002


Liquor cost


..........


............
............
............

305-010-001

10.
 Past Congress Directors Lunch:
_______ X _______


..........


............
............
............

305-011-001

11.
 Past JCI Officers' Reception:

_______ X _______


..........


............
............
............

_______ X _______ X _______

..........


............
............
............

305-012-001

12.
 Punch and Soft Drinks:

For Chief Delegates in waiting


..........


............
............
............

area for Opening Ceremony

..........


............
............
............

..........


............
............
............

TOTAL
..........


............
............
............

305-013-001

13.
 C.O.C. Meal Costs:

For volunteers in the COC

Secretariat offices


..........


............
............
............

..........


............
............
............

..........


............
............
............

TOTAL
..........


............
............
............

305-014-001

14.
 Farewell Party:


..........


............
............
............

..........


............
............
............

..........


............
............
............

..........


............
............
............

305-015-001

15.
 Miscellaneous Food Functions:


..........


............
............
............

..........


............
............
............

..........


............
............
............

TOTAL
..........


............
............
............

306-000-000
G.
Entertainment
306-001-000

Welcome Party


..........


............
............
............

306-002-000

Opening Ceremony


..........


............
............
............

306-003-000

National Night


..........


............
............
............

306-004-000

Elections


..........


............
............
............

306-005-000

Awards Ceremony


..........


............
............
............

306-006-000

Presidential Banquet and Ball


..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6


..........

............
............
............

307-000-000
H.
Stage, Decor, Signs and Banners
307-001-000

Airport, Bus and  Station


..........


............
............
............

307-002-000

Opening Ceremony


..........


............
............
............

307-003-000

Welcome Party


..........


............
............
............

307-004-000

Awards Ceremony


..........


............
............
............

307-005-000

Presidential Banquet and Ball


..........


............
............
............

307-006-00


National Night


..........


............
............
............

307-007-000

General Assembly


..........


............
............
............

307-008-000

Banners for Seminars


..........


............
............
............

307-009-000

Door Signs for Seminars and Events


..........


............
............
............

307-010-000

General Signalisation/Directional Signs


..........


............
............
............

307-011-000

General Venue Decor


..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6

..........

............
............
............

308-000-000
I.
Technical Requirements
308-001-000

Sound and Lighting Equipment


..........


............
............
............

308-002-000

Sound and Lighting Technicians


..........


............
............
............

308-003-000

Giant Projection Screens  (cost to

include equipment & manpower)


..........


............
............
............

308-004-000

Audio Visual requirements for Seminars


..........


............
............
............

308-005-000

Equipment for Seminars  (e.g. flipcharts,

pens, pads, pencils, gavels at seminars)


..........


............
............
............

TOTAL
..........
..........

............
............
............

309-000-000
J.
Producers

TOTAL
...........
..........

............
............
............

310-000-000
K.
Accommodations Agent

TOTAL
...........
..........

............
............
............
ADVANCE \d6TOTALADVANCE \u6 COMMITTEE EXPENSES
..........

............
............
............
400-000-000
III.
CONGRESS EXPENSES

400-000-000
A.
JCI World President

400-001-000

Suite Cost


..........


............
............
............

400-002-000

Chauffeur or Assistant


..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6
..........
..........

............
............
............

401-000-000
B.
JCI Secretary General

401-001-000

Suite Cost


..........


............
............
............

401-002-000

Chauffeur or Assistant


..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6
..........
..........

............
............
............

402-000-000
C.
Congress Director

402-001-000

Suite in Headquarter Hotel


..........


............
............
............

402-003-000

Bar in Suite


..........


............
............
............

ADVANCE \d6TOTALADVANCE \u6
..........
..........

403-000-000
D.
Presents by Organizing Committee

403-001-000

Special gavel for World President


..........


............
............
............

403-002-000

Gifts to:President


..........


............
............
............

403-003-000

Secretary General


..........


............
............
............

403-004-000

Board Members


..........


............
............
............

403-005-000

Chief Delegates


..........


............
............
............

403-006-000

Key People


..........


............
............
............

TOTAL
..........
..........

............
............
............

404-000-000
E.
Free Registrations
404-001-000

Committee Members and Committee VIPs

..........


............
............
............

any additional costs not already budgeted.

..........


............
............
............

TOTAL
..........
..........

............
............
............

405-000-000
F.
JCI's General Assembly
405-001-000

Voting Sticks


..........


............
............
............

405-002-000

Name Plates for Board Members


..........


............
............
............

405-003-000

Name Plates for Chairman Speakers

of Seminars


..........


............
............
............

405-004-000

Voting boxes for elections


..........


............
............
............

TOTAL
.........
..........

............
............
............

TOTAL CONGRESS EXPENSES
..........

............
............
............

500-000-000
IV.
JCI Secretariat  and T.O.Y.P.

500-000-000
A.
JCI Secretariat

500-001-000

Rental - 14 Offices


..........


............
............
............

500-002-000

Rental of Office Equipment

(desks, filing cabinets, chairs,

lamps, etc.)


..........


............
............
............

501-000-000
B.
TOYP Program


----------


------------
-----------

501-001--000

Hotel 

10 rooms X ___X 4 nights


----------


------------
-----------

501-002-000

Meals

breakfast 20 people x  ___ x 3 days


----------


------------
-----------

lunch - 20 people X ___X 4 days


----------


------------
-----------

dinner - 20 people X ___X 4 days


----------


------------
-----------

501-003-000

TOYP Family Reception (40 people)


----------


------------
-----------

501-004-000

TOYP Reception

250 people X ___


----------


------------
-----------

501-005-000

Flowers and/or Fruit Baskets


----------


------------
-----------

501-006-000

Per Diem

10 Honorees X ___X 4 days


----------


------------
------------------------

501-007-000

Local costs such as press, etc.


----------


------------
-----------

502-000-000

Ceremony Costs

502-001-000

MC for evening


----------


------------
-----------

501-002-000

Decor



----------


------------
-----------

501-003-000

Lights and Sound


----------


------------
-----------

501-004-000

Video



----------


------------
-----------

501-005-000

Entertainment


----------


------------
-----------

TOTAL JCI SECRETARIAT & SOUVENIR STAND
..........


............

..............

600-000-000
V.
Marketing
600-000-000

A.
Printing

600-001-000


Congress Souvenir Program


..........


............
............
............

600-000-000


Programs for Ceremonies:

600-002-000


Opening Ceremony


..........


............
............
............

600-003-000


Awards Ceremony


..........


............
............
............

600-004-000


Presidential Banquet and Ball


..........


............
............
............

600-005-000


Congress Newspaper:

600-005-001


Printing


..........


............
............
............

600-005-002


Manpower


..........


............
............
............

600-005-003


Distribution


..........


............
............
............

600-006-000

Congress Handbook


..........


............
............
............

600-007-000

Printing Agendas of Seminars


..........


............
............
............

600-008-000

Printing of Promotional Brochures


..........


............
............
............

600-009-000

Home Hospitality Recruitment Flyers


..........


............
............
............

600-010-000

Press Kits


..........


............
............
............

(Prior, During and After Congress)

600-011-000

Trade Show Kits


..........


............
............
............

600-012-000

Miscellaneous Printing


..........


............
............
............

(menus, invitations, etc.)

TOTAL
..........
..........

............
............
............

601-000-000
B.
Audio Visual Marketing

601-001-000

Slide Shows on Congress


..........


............
............
............

601-002-000

Video Cassettes on Congress


..........


............
............
............

TOTAL
..........
..........

............
............
............

602-000-000
C.
Press

602-001-000

Registration costs not


..........


............
............
............

already budgeted

602-002-000

Press Center (equipment)


..........


............
............
............

602-003-000

Press Lounge (food and coffee)


..........


............
............
............

602-004-000

Press Conferences


..........


............
............
............

(Before, During, After)

TOTAL

..........

............
............
............

603-000-000

D.
Congress Souvenir Items



___________


..........


............
............
............

___________


.........


............
............
............

___________


..........


............
............
............

TOTAL
..........
..........

............
............
............

604-000-000
E.
Photography and video

___________


..........


............
............
............

___________


..........


............
............
............

TOTAL
..........
..........

............
............
............

605-000-000
F.
Banners and Kits for On To Chairman Program
TOTAL

..........

............
............
............

TOTAL MARKETING
..........

............
............
............

700-000-000
VI.
PROMOTIONS






TOTAL

...........

............
............
............

701-002-000
B.
Meetings to Attend

701-002-001

January EXCOM in Saint Louis


..........


............
............
............

701-002-002

MidYear Executive Committee in Saint Louis


..........


............
............
............

TOTAL

..........

............
............
............

TOTAL PROMOTIONS

..........

............
............
............

CONGRESS BUDGET
Section I

General Administration

..........

Section II

Committee Expenses

..........

Section III

Congress Expenses

..........

Section IV

JCI Secretariat  and TOYP

..........

Section V

Marketing

..........

Section VI

Promotions

..........
ADVANCE \d6TOTALADVANCE \u6

..........

Total Congress Budget

..........

2.5% Security Margin

..........

ADVANCE \d6TOTALADVANCE \u6

..........

JCI AREA CONFERENCE


HOST LOM'S BID FORM #1


HOST LOM INFORMATION

A.
General Information

Name of Country:

Bidding City:

Name of Bidding LOM (chapter)
Chapter Address

Phone:


Fax:

Other JCI LOMs in City:
Total Number of JCIs in City:

Proposed Official Conference Dates: 

Number of members in LOM (chapter) at present time:
Date:

Number of members in LOM (chapter) preceding year
Date:

Number of members committed to work on this event: 

B.
Are your chapter's financial records audited regularly?__________ If yes, what is date of last certified audit?_____________________ Attach a copy.

C.
Does your LOM (chapter) have Articles of Incorporation, LOM Bylaws and Constitution? _______ If yes, please attach a copy. If no, provide a statement from the Chapter board providing documents of a similar nature. 

NOTE: A site inspection will not be conducted unless this information is provided.

D.
Is your LOM in good and due form with your national organization?_______  Has your national organization endorsed your bid?_______  Attach a letter from your national organization attesting to these facts. Unless this is provided no site inspection will be conducted and your bid will not be accepted.

E.
Will your local chapter be able to carry advance costs of the bid?_______ If yes, attach a letter from your local chapter president attesting to this fact. If not, describe how local chapter will carry the advance.

F.
Name of proposed Conference Director and JCI background.:


Provide professional resume.


G.
If regulations make it necessary, will Host City obtain government certificate confirming that it is entitled to sign such contract with an international or foreign corporation?______

H.
Will Host LOM maintain the Conference Schedule of Events as officially established by JCI?________

I.
List name of person from your chapter who should be contacted about this bid:

NAME:


TITLE:


ADDRESS:


PHONE: (Residence)

 (Work)


FAX:




EMAIL:


JCI AREA CONFERENCE


HOST LOM'S BID FORM #2


HOST CITY INFORMATION

A.
POPULATION OF CITY:
Official language of the country:
B.
AIRPORT FACILITIES:

1.
a.
Terminal capacity/Number of persons per day

b.
Will the terminal be able to handle the influx of delegates?



c.
Comments


2.
a.
Customs clearance capacity/Number of persons per day




b.
Comments


3.
a.
Airlines serving city

b.
Frequency of flights per day at time of the Conference

c.
Are charter flights allowed?
 d.
Comments

4.
Distance of airport terminal to city:
miles or km? 

Time(by car)
5.
Transportation from airport to city:

MODE
FARE

a.
Taxi




b.
Bus



c.
Other(e.g. train)



6.
General Comments
C.
PUBLICITY FACILITIES:

1.
How many radio stations in city?

2.
How many television stations in city?

3.
How many newspapers?

4.
What wire services are available?

D.
ENTRY RESTRICTIONS AND DISCRIMINATION:

JCI requires that:
1.
The Host LOM provides, from an official source, a clear expression of any government policy which would prohibit the entry of any foreign national into the Host Country if the Conference were taking place at the time of bidding.

2.
Host LOM provide written assurance to JCI that there will be no form of discrimination on its part or on the part of any party, group, association or person connected with the organization or operation of the Conference, against any delegate or other person attending or observing the Conference, because of race, color, religion, national origin or sex, with regard to registration, hotel accommodation, meals, participation in Conference functions or any part of the Conference program.

E.
TRANSPORTATION:

1.
Into the country.

2.
Into the city (air, rail, etc.)

3.
Name of closest airport city to the Conference site.

4.
Police and official city cooperation expected? (A letter of invitation from these officials would be advisable).

F.
MISCELLANEOUS:

Any other helpful information or promises which Host LOM would like to include in bid in order to induce JCI to award the Conference to them.


JCI AREA CONFERENCE


HOST LOM'S BID FORM #3


PROGRAM AND MEETING REQUIREMENTS

A.
HOME HOSPITALITY PROGRAM

Will you have a home hospitality program? (Capable of hosting up to 

 delegates)
B.
MEETING ROOM REQUIREMENTS

JCI requires that Host City obtain a commitment for every meeting room to be used officially during the Conference. The commitment, which must accompany the bid, shall specify the maximum capacity of the rooms, and shall specify the date for which they are committed. A detailed listing of meeting room requirements are set forth below.

1.
General Assembly

a.
Venue:_________________________________________________________

b.
Seating Capacity:_________________________________________________

c.
Stage Capacity:__________________________________________________

d.
Air-conditioned/Heated:___________________________________________

e.
Distance from Headquarters Hotel:___________________________________

f.
Simultaneous Interpretation Equipment Facilities:_______________________

g.
Audio/Visual Facilities:____________________________________________

2.
Opening Ceremony

a.
Venue:_________________________________________________________

b.
Seating Capacity:_________________________________________________

c.
Stage Capacity:__________________________________________________

d.
Air-conditioned/Heated:___________________________________________

e.
Distance from Headquarters Hotel:___________________________________

f.
Simultaneous Interpretation Equipment Facilities:_______________________

g.
Audio/Visual Facilities:____________________________________________

C.
CLOSING BANQUET:

1.
Venue:_______________________________________________________________

2.
Seating Capacity:_______________________________________________________

3.
Meal (menu available):__________________________________________________

4.
Air-conditioned/Heated:_________________________________________________

5.
Distance from Headquarters Hotel:_________________________________________

6.
Stage Capacity:________________________________________________________

7.
Simultaneous Interpretation Equipment Facilities:_____________________________

8.
Comments:___________________________________________________________

_____________________________________________________________________

D.
LUNCHEONS (DELEGATES):

1.
Venue:_______________________________________________________________

2.
Seating Capacity:_______________________________________________________

3.
Catering Arrangements:__________________________________________________

4.
Sample Menus and Prices:________________________________________________

5.
Distance from Headquarters Hotel:_________________________________________

6.
Distance from Meeting Rooms:____________________________________________

7.
Comments:___________________________________________________________

_____________________________________________________________________

E.
OTHER MEETING ROOMS AVAILABLE:

NOTE:  The Conference will require:
Three (3) rooms of 200 people each






Three (3) rooms of 75 to 100 people each






Two (2) rooms of 25 people each

	VENUE
	CAPACITY
	AIR-CONDITIONED/

HEATED
	LIGHTING

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Comments on Meeting Rooms:__________________________________________________

___________________________________________________________________________

___________________________________________________________________________

F.
CONFERENCE JCI SECRETARIAT FACILITIES: Office for JCI Staff

1.
Venue:_______________________________________________________________

2.
Air-conditioned/Heated:_________________________________________________

3.
Distance from Headquarters Hotel:_________________________________________

4.
Office Adequate:_______________________________________________________

5.
Equipment and Supplies Readily Available:__________________________________

G.
AWARDS CEREMONY:  An auditorium for ________ delegates plus a stage capable of hosting a show production.


1.
Venue:
_________________________________________________________

2.
Seating Capacity:_______________________________________________________

3.
Stage Capacity:
___________________________________________________

4.
Acoustics:
_________________________________________________________

5.
Lighting:
_________________________________________________________

6.
Air-conditioned/Heated:
_____________________________________________

7.
Distance from Headquarters Hotel:
_______________________________________

8.
Simultaneous Interpretation Equipment Facilities:
___________________________

9.
Comments:
_________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

H.
PRESIDENTIAL RECEPTION:  A cocktail reception for VIPs with stage.

1.
Venue:
_________________________________________________________

2.
Reception Capacity:
___________________________________________________

3.
Air-conditioned/Heated:
_____________________________________________

4.
Distance from Headquarters Hotel:
_______________________________________

5.
Comments:
_________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

I.
CHAIRMAN'S RECEPTION:

1.
Venue:
_________________________________________________________

2.
Reception Capacity:
___________________________________________________

3.
Air-conditioned/Heated:
_____________________________________________

4.
Distance from Headquarters Hotel:
_______________________________________

5.
Comments:
_________________________________________________________

_____________________________________________________________________

J.
AREA NOM PRESIDENTS MEETING:  Room for 30 persons U-shape style with 40 observers. (Space for simultaneous interpretation as required.)

P.
AWARDS JUDGING PANEL:  Requires one room which must be capable of being securely locked and must contain adequate table space for laying out of award entry scrapbooks.


JCI AREA CONFERENCE


HOST LOM'S BID FORM #4


CONVENTION FACILITIES

A.
GENERAL INFORMATION:

Name of convention facility

_____________________________________________

Address



_____________________________________________

_____________________________________________

Contact Person
____________________
Phone
___________________________

Email


____________________
Fax
___________________________

Air Conditioned:
G  Auditorium
G  Meeting Rooms

G  Lobbies

Are all meeting areas in the convention center accessible to the disabled?
_______________

Does the convention center have an exclusive caterer?________________________________

Name of the caterer:
_________________________________________________________

B.
PARKING

Will adequate free parking be provided at the convention facility? _____________ (Attach 

letters of verification.)

If no, describe alternative parking and costs.

C.
AUDITORIUM CAPACITY

What is the auditorium capacity for business sessions? _______________________ (Attach floor plan of auditorium with specifications.)

D.
MEETING ROOM CAPACITY:

a)
What is the convention facility total meeting room capacity? (List all rooms with capacity and attach floor plans with specifications.)

b)
Are overhead projectors/slide projectors and flip charts reaily available for the meeting?

E.
EXHIBITS:

Exhibit hours will be 8:00 am - 5:00 pm, three (3) days of the Conference. Must be an area that can be secured between the hours of 5:00 pm and 8:00 am. (Attach brochure and floor layouts.)

What is the estimated cost of exhibit space per square foot/meter to exhibitors?____________

F.
RENTAL COST:

1.
What will convention facilities rental costs be? (Describe any breakdowns in fees and attach sample contract.) Are the rates guaranteed at the time of the Conference?_____

G.
MISCELLANEOUS/POLICIES AND CHARGES:

What are the policies and charges for:

1.
Public Address System
_____________________________________________

2.
Microphones


_____________________________________________

3.
Spotlights


_____________________________________________

4.
Podiums


_____________________________________________

5.
Easels



_____________________________________________

6.
Blackboards/Bulletin Boards
_____________________________________________

7.
Sound/Light Operators
_____________________________________________

8.
Audio/Visual
_____________________________________________

H.
MEAL FUNCTIONS:

1.
Describe the location and facility for the serving and eating of meals. (Attach floor plan with specifications.)

2.
Are the facilities for meals air conditioned?
_________

I.
CONVENTION CENTER EMPLOYEES:

Are the employees of the convention center and employees of subcontractors of services at convention center members of a union? ________ If so, how long have these employees been unionized? _________________ Does the convention center have a "no strike/no lock out" clause in their union contracts? ________ When does the union contract expire?________________(date)

J.
CONVENTION CENTER COMMITMENT:

Is the convention center committed for the required dates?_______________ (Letter of commitment, itemizing rooms committed, must be included with the bid.)

K.
CORKAGE FEES:

What are the corkage fees if a National Organization wishes to host a national party at the center?

L.
TIME RESTRICTIONS:

Up until what time can an evening National Party be held?____________________________

M.
SIMULTANEOUS INTERPRETATION:

Are many of the meeting rooms equipped for simultaneous interpretation?___________ How many rooms?________ Room capacity of each room.________ Number of languages (booths) in which translation can be provided.___________


JCI AREA CONFERENCE


HOST LOM'S BID FORM #5


HEADQUARTERS HOTEL

Proposed Headquarters Hotel Information (Attach brochure) - Final selection and/or confirmation of Headquarters Hotel will be made by the Secretary General of JCI. All meeting space in proposed headquarters property must be available to JCI beginning four (4) days prior to the Conference.

Hotel Name
_____________________________________________________________________

Contact Name & Title
_________________________________________________________

_________________________________________________________

Hotel Address
_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Telephone
___________________   Email        __________________     Fax  _______________

A.
ROOM BLOCK AND RATES:

1.
Total number of rooms in hotel

_________________________________

2.
Maximum number of rooms which can be committed___________________________

B.
TYPES OF ROOMS IN ROOM BLOCK:

	ROOM CATEGORY (i.e., standard, 

medium, deluxe)
	NUMBER OF ROOMS

	
	SINGLE
	DOUBLE


	TWIN
	1 BR SUITES


	2 BR SUITES

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


C.
PROPOSED GROUP ROOM RATES:

	ROOM CATEGORY

(i.e., standard, medium, deluxe)


	SINGLE
	TWIN
	DOUBLE
	1 BR

SUITE
	2 BR

SUITE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Are the room rates guaranteed at the time of the Conference?___________ If not, what percentage (%) increase is expected at the time of the Conference?___________

D.
PERIOD OF ROOM RATES:

How many days prior to and after the official meeting dates would these room rates apply?

___________________________________________________________________________

___________________________________________________________________________

E.
CUT-OFF DATE/FINALIZING:

1.
Cut-off date for finalizing the room block is:
_________________________________

2.
Cut-off date for finalizing the meeting room block is:
_____________________

F.
GUEST ROOMS:

1.
Can copies of room confirmations be provided on approximately a weekly basis?

_____________________________________________________________________

2.
Are room deposits required on all reservations or only on rooms guaranteed for late arrival?
________________________________________________________

3.
Is an individual's guaranteed confirmed room rate the same on arrival? If the rooms confirmed are not available to the individual, will comparable rooms and taxi fare to and from such rooms be provided by the hotel until rooms confirmed are available?

_____________________________________________________________________

4.
What are the hotel's policies for children staying in the same room with their parents or guardians?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

5.
What is the policy and charge for extra beds in a sleeping room?

_____________________________________________________________________

_____________________________________________________________________

6.
a.
What is the normal check-in time?
_________________________________

b.
What is the normal check-out time?
_________________________________

7.
What is the sales and room occupancy tax?
_________________________________

_____________________________________________________________________

8.
Will the hotel allow JCI to assign rooms?
_________________________________

9.
Will the hotel assign a person with sufficient authority to work with the Secretary General? (Please indicate who this will be and state authority.)

_____________________________________________________________________

G.
COMPLIMENTARY ACCOMMODATIONS:

1.
What is the hotel's complimentary room policy?

_____________________________________________________________________

_____________________________________________________________________

2.
In consideration for being name The JCI Headquarters Hotel, would the hotel provide (on a complimentary basis and not to be counted in the room formula of complimentary nights) the following? This would not apply if another hotel is selected as Headquarters Hotel.

*One two-bedroom deluxe suite/maximum - 12 nights (for Chairman)

*One two-bedroom deluxe suite for a total of 6 nights (President of JCI)

_____________________________________________________________________

3.
In the event that a need may arise for a number of sleeping rooms for staff and speakers over and above the number provided by the complimentary room night formula, can a special room rate be provided (such as 30% of the convention room rates in effect for the meeting) apply to approximately 300 rooming nights?

_____________________________________________________________________

_____________________________________________________________________

H.
MEETING SPACE:

1.
Please provide floor plans of meeting rooms and public space.

2.
Will all meeting space utilized be available without charge?

_____________________________________________________________________

_____________________________________________________________________

I.
MISCELLANEOUS POLICIES AND CHARGES: What are the policies and charges for the following in the hotel?

1.
Public Address System
____________________________________________

_____________________________________________________________________

2.
Microphones
________________________________________________________

_____________________________________________________________________

3.
Spotlights
________________________________________________________

_____________________________________________________________________

4.
Podiums
________________________________________________________

_____________________________________________________________________

5.
Easels
______________________________________________________________

_____________________________________________________________________

6.
Blackboards/Bulletin Boards
____________________________________________

_____________________________________________________________________

7.
Sound/Light Operators
____________________________________________

_____________________________________________________________________

8.
Audio/Visual Equipment
____________________________________________

_____________________________________________________________________

J.
FOOD AND BEVERAGE FUNCTIONS:

1.
Please provide a complete set of current menu suggestions, prices and policies for catered events (breakfast, luncheons, dinners, receptions and coffee breaks) and for room service (food and beverages).

2.
What are the union regulations and requirements concerning waiters and their duties?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

3.
Can menu prices be confirmed 14 months in advance? Will guarantees for food functions be given 48 hours in advance with an additional 5% of seats set over the guarantee?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

4.
In consideration for being named The JCI Headquarters Hotel will the bartender charges for up to four (4) small receptions or suites be waived, if these receptions are under minimum sales amount (i.e., $150-200) and a bartender charge is normally assessed? This would not apply if another hotel is selected as the Headquarters Hotel.

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

5.
In consideration for being named The JCI Headquarters Hotel will the labor charges for up to four (4) small meal functions be waived, if these meal functions are under the minimum number of people and a labor or waiter charge is normally assessed? This would not apply if another hotel is selected as the Headquarters Hotel.

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

6.
In consideration for being named The JCI Headquarters Hotel, JCI will assign (as many as possible) hospitality functions sponsored by registrants in the Headquarters Hotel. Would the hotel offer public space used for the above mentioned hospitality rent-free? This arrangement covers rental only and normal policies relative to labor charges and food and beverage charges will prevail. This would not apply if another hotel is selected as the Headquarters Hotel.

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

K.
VIP AND HOSPITALITY:

1.
What special treatment will be extended to our VIPs and dignitaries?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

2.
Is VIP limousine service available?

_____________________________________________________________________

_____________________________________________________________________

L.
CREDIT ARRANGEMENTS:

1.
Individuals are responsible for their own room and incidental expenses unless otherwise noted by JCI. What are the hotel's normal policies on credit and payment of room charges?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

2.
Up to what limit will personal checks be cashed for hotel guests upon presentation of proper identifications?

_____________________________________________________________________

M.
MISCELLANEOUS INFORMATION:

1.
What are the current parking charges for hotel guests?

_____________________________________________________________________

_____________________________________________________________________

2.
If parking is not complimentary to hotel guests, can four (4) complimentary parking spaces be provided for Host LOM's official use?

_____________________________________________________________________

3.
Is the hotel served by regularly scheduled airport transportation? Please list current charges and frequency of service.

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

4.
What is the approximate taxi cab fare to the airport?

_____________________________________________________________________

5.
Is there a policy of placement of directional and information signs in the hotel's public area?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

6.
Does the hotel, at present, have any union contracts?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

7.
What are the union rules and regulations covering the following personnel in public space?

a.
Musicians
__________________________________________________

_____________________________________________________________________

b.
Audio/Visual Projectionists 
_____________________________________

_____________________________________________________________________

c.
Sound Engineers
____________________________________________

_____________________________________________________________________

d.
Light Operators
____________________________________________

_____________________________________________________________________

e.
Stage Hands
__________________________________________________

_____________________________________________________________________

f.
Others
________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

N.
BOOKINGS OF MAJOR GROUPS:  At present, are any major groups definitely booked into the hotel immediately before or after the JCI meeting dates? (Name of groups, size and arrival and departure pattern.)

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

O.
HOTEL FACILITIES:

1.
Please list all public restaurants in the hotel (hours of operation and seating capacities).

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

2.
Please list lounge and bar facilities in the hotel and hours of service.

_________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

3.
Please list stores and facilities available in the hotel (i.e., sundries, airline desk, etc.)

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

4.
Are there ice machines and soft drink machines on the guest room floors?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

5.
What major renovation plans are scheduled for the hotel during the next year?

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

6.
Is room service available? List hours of service.

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

P.
SUMMARY:

1.
Can a meeting summary be provided to JCI in a reasonable length of time after the meeting, or the following:

a.
Number of guest rooms occupied

b.
Types of guest rooms occupied

c.
Arrival and departure pattern

d.
Suite occupancy

e.
Food and beverage functions

2.
Please state any items which may effect a positive decision to select the hotel as JCI's meeting Headquarters Hotel.

SIGNATURE
______________________________________________

TITLE

______________________________________________

DATE

______________________________________________


JCI AREA CONFERENCE


HOST LOM'S BID FORM #6


HOUSING

A.
HOUSING REQUIREMENT:

JCI requires that at least 800 first-class hotel rooms (including Headquarters Hotel) be available within a two-mile radius of the Headquarters Hotel. Please state the number of such hotel rooms that your city has within the two-mile radius. (Four copies of a map of the map of the area, marked with all hotels and venues, including the distance of each official venue to the Headquarters Hotel, must be attached to the bid.)

B.
HOUSING:

All rooms must be available two (2) days prior to Opening Ceremony.

1.
Number of hotel rooms within a one (1)_________ or two (2)_________ mile radius of the convention center.

2.
Total number of hotel rooms committed for the Conference within: a one (1)_______ or two (2)_________mile radius of the convention center.

NOTE:
Written commitments from individual hotels and motels (or the Convention Bureau, acting on behalf of the properties) are required for a minimum of 800 rooms for the Conference period. Each room must contain a bath, telephone, and adequate climate control system (air-conditioning and/or heating).

C.
PROVIDE THE FOLLOWING INFORMATION FOR ALL HOTELS:

!Cancellation policy

!Confirmation policy

!Net rates versus rack rates

!Complimentary room policy

!Payment policy

D.
RATES GUARANTEE:

Are the rates guaranteed at the time of the Conference? _______ If not, what percentage (%) increase is expected? _________

E.
HOTELS:

	NAME


	NUMBER/ROOMS*
	RATES/US$*
	AC/H
	M/KM TO HQ HOTEL
	M/KM TO

CONV.

CENTER
	RESTAURANTS**

                             RATES/US $

	
	S
	T
	D
	ST
	S
	T
	D
	ST
	
	
	
	TYPE
	B
	L
	D

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


F.
COMMENTS:
________________________________________________________________________________________

__________________________________________________________________________________________________________

How much have rates increased in the past 12 months?
__________________________________________________________

*S = single;  T = twin;  D = double;  ST = suite
**B = breakfast;  L = lunch;  D = dinner
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HOST LOM'S BID FORM #7


SPONSORSHIPS

A.
Who would host city suggest for sponsor of:

Opening Ceremony
_________________________________________________________

_________________________________________________________

National Nights
_________________________________________________________

_________________________________________________________

General Sponsorship
_________________________________________________________

_________________________________________________________

B.
List proposed advertisers in the Souvenir Program Book.

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

C.
What does host city project in total sponsor income? _____________________ Projection in donated goods and services? _________________________

JCI AREA CONFERENCE


HOST LOM'S BID FORM #8


MEALS

A.
List all the first-class caterers in the convention city.

B.
Describe how and where food is to be served for all food functions. (Presidential Reception, Delegates Lunches, Senators Lunches, National Night, Closing Banquet and Ball and other key events and receptions)

C.
List approximate cost of meals based on projected prices which will be in effect at the time of the convention. (Quotes must be included with the bid.)

*NOTE:
Winning city must solicit public bids for meals. Meal contract can only be let with final approval of JCI's Secretary General.


JCI AREA CONFERENCE


HOST LOM'S BID FORM #9


TRANSPORTATION

A.
Is a shuttle service planned for the airport? ______ If so, how many buses will be used? _______ What will be their route and frequency? (Attach route and frequency information. Must also provide copy of standard contract indicating hourly minimums and costs.)

Will there be a cost to the delegate?________ If yes, how much per person? _____________

What will be the average travelling time? __________________________________________

B.
Describe transportation to be used for other activities (such as national parties, receptions) to and from the convention center, headquarters hotel and other delegate hotels. (Attach letters of commitment from suppliers.)

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

Will there be a cost to the delegate? ________ If yes, how much per person? _____________

What will be the average travelling time? __________________________________________

C.
Are there rental cars available? _________ If yes, please list the rates.

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

D.
Will you provide VIP transport for the President and Chairman? 
____________________

___________________________________________________________________________

___________________________________________________________________________

E.
Will you provide special transportation to the Board of Directors of JCI?
_______________

___________________________________________________________________________

F.
Will you provide special transportation to the National Presidents and VIPs?
________

JCI AREA CONFERENCE

HOST LOM'S BID FORM #10

PROGRAM REQUIREMENTS

A.
Provide a tentative agenda of activities for senators.

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

B.
Provide a tentative agenda of activities for spouses.

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

C.
Provide a tentative agenda of tours in the city.

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

___________________________________________________________________________

JCI AREA CONFERENCE


HOST LOM'S BID FORM #11


NATIONAL PARTIES/JCI MEMBERSHIP SUPPLIES INFORMATION/


SIMULTANEOUS INTERPRETATION

1.
Please provide all relative information as to the duty-free importation of JCI membership supplies for sale at the Conference. Attach letters from the appropriate government body.

2.
Will national parties be held at the convention center? _________ If yes, provide venue layout (brochure), cost per room corkage fees, and current menu suggestions. If no, provide name of venue and above mentioned information. How far is the national parties' venue from the Headquarters Hotel? _______________ From the Convention Center? __________________

3.
Describe country regulations regarding transportation of alcoholic beverages and dispensing of complimentary food and alcoholic beverages (i.e., national parties). (Attach copies of municipal and state regulations.)

Language Facilities:
1.
Host City shall provide amplifying and simultaneous translation equipment as needed with professional interpreters at the following functions and in the following languages.

a.
Opening Ceremony:

1.   _____________  2.  _____________  3.  _____________  4.  _____________

b.
General Assembly:

1.   _____________  2.  _____________  3.  _____________  4.  _____________

c.
Discussion Group Sessions:

Room 1
1.   _____________  2.  _____________  3.  _____________  4.  _____________

Room 2
1.   _____________  2.  _____________  3.  _____________  4.  _____________

Room 3
1.   _____________  2.  _____________  3.  _____________  4.  _____________

Room 4
1.   _____________  2.  _____________  3.  _____________  4.  _____________

d.
JCI Seminars:

Room 1
1.   _____________  2.  _____________  3.  _____________  4.  _____________

Room 2
1.   _____________  2.  _____________  3.  _____________  4.  _____________

Room 3
1.   _____________  2.  _____________  3.  _____________  4.  _____________

Room 4
1.   _____________  2.  _____________  3.  _____________  4.  _____________

2.
Into which languages will the minutes of all meetings be translated and produced?


1.   _____________  2.  _____________  3.  _____________  4.  _____________

3.
Comments:

Note: If Simultaneous Interpretation facilities will be provided, all details of the Host City’s contract with the professional interpreters shall be subject to the approval of the Secretary General.

E.
The Information in the Annexation to this Conference Bid Form is included for information purposes only.

F.
EXECUTION:

1.
The Host City has executed the above bid and hereby acknowledges notice that, if the bid is awarded, all of the foregoing shall constitute part of the contract between Host City and JCI and shall be incorporated in said contract.

2.
Host City further warrants that it has seen the present contract used by JCI and shall be incorporated in said contract.

3.
Host City further warrants that it has answered all paragraphs of this formal bid presentation and has incorporated these in the same sequence into the formal bid presentation and that all information given and all material accompanying this bid is part of the bid and is true and valid.

4.
It is intended that this bid shall be legally binding on the host city and shall not be varied except in writing to the Secretary General of the organization. No verbal promises may be accepted by the organization, as an amendment of this bid and only such written promises as are signed by the parties signing this bid or such other parties as the parties signing this bid shall indicate to the Secretary General of the Organization as being authorized to make alterations in writing on behalf of the Host City.



Executed this ________________________ day of ________________________, 19 ___.

1.
__________________________________________________

Name of Host City Local Organization.

2.
__________________________________________________

Local President

3.
__________________________________________________

Name of Host National Organization.

4.
__________________________________________________

National President

JUNIOR CHAMBER INTERNATIONAL (JCI), INC.

3.
__________________________________________________

Secretary General
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