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HOTEL ROOMING LIST SUBMISSION PROCESS

I. The information provided herein provides insight into the process of finalizing the hotel room blocks.  This must be done in order to provide rooming list(s) to hotels and issue them the appropriate room deposits associated with the list(s).

II. This process now will be conducted sixty (60) days prior to the conference.  Thus enabling the Host State to react to returns of rooms and reissuing them. 

III. In preparation for the hotel rooming list submission, the following actions should be accomplished by the host state:

A. Contact the states who have not submitted any information to date and inquire as to when they plan on submitting their data (remind them that all rooms without names and a commitment by their state to fill the room will be forfeited by their state and the deposit monies will be nonrefundable also):

B. Contact the remaining states and remind them of the deadline and the forfeiture of rooms and deposits if not all rooms are committed in their states software before sending it to me. 
C.
Contact the following states who have submitted requests for rooms and collect credit card information that we can use to process their hotel deposit in the event rooms become available.
Note these are in the order that I received their requests.

IV. We will begin to verify that we have received all of the data from the States, NGAUS as well as the NGB data. The spreadsheets that will be provided to us by NGB will need to be assimilated into our database. This requires comparison between NGB data and the master database.

V. Any rooms that become available between now and the day of submission will be under the direct control of the host state. The host state will determine who will be given any of the returned rooms and any other adjustments that need to be made in the software for states that turned back rooms, added rooms etc. Once all of these changes have been provided to me the actual process of posting them to the official hotel matrix and then to the master database file will be accomplished as was described above.

VI. All hotel requirements (by name) must be entered into the conference registration program NLT then the evening of the cutoff date. This includes all of the rooms and suites listed under host state. This will give us thirty (3) days to tie up any loose ends plus begin to create the rooming list for each State, NGB, NGAUS, Exhibitors, and Sponsors. These reports will be in hard copy and the host state is responsible to write deposit checks for each of these State's rooming list. The NGB, Sponsors and Exhibitors will not require deposit checks as credit card guarantee information is provided in each of their records. NGAUS does not require a check either. NGAUS guarantees the rooms to a master account and provides a letter of guarantee to the hotel that they will use the rooms remaining in their block if any are uncommitted on the cutoff date.

VII. The host state must make arrangements with the hotel for holding uncommitted host state rooms.

VIII. We will verify that monies received for hotel rooms prior to the cutoff date matches' monies being turned over the hotel or refunded to the states.

IX. On the 14 of August, we will meet with the hotel representative and present our rooming list both in hard copy and in electronic form. Both the hard copy and electronic form will be in priority order, where Sponsors are priority 0 (highest priority) and the States are in priority (1-54), NGAUS priority is 55, NGB priority is 56, and Exhibitors are priority 99.

X. At the bottom of each rooming list (hard copy) a POC is provided. The accuracy of the POC for each State, (it typically is the Executive Director) is not guaranteed.

XI. The hotel should email a master confirmation listing to each respective state POC.

XII. The hotel is responsible for emailing confirmation numbers to each Sponsor and Exhibitor and NGB - NGB should be treated like a state not individuals as indicated in each record.   PAM; But who would manage the NGB rooming list and be responsible to ensure that their personnel are notified of their confirmation number? PAM…plug in the name of the NGB POC that has been identified.
XIII. The hotel is responsible for emailing the master confirmation numbers to the host state and NGAUS.
XIV. Once the hotel has accepted and processed our hotel rooming lists, the hotel must be given the go ahead to allow State, NGAUS, NGB, individual sponsors and exhibitors to coordinate directly with the hotel. The host state is responsible to authorize this direct coordination.  As a reminder to the host state, after the turnover date, when states and others may work directly with the hotel(s), the host state must bird-dog the hotel to see that room drops are credited back to TN until the hotel’s 72 hour cancellation policy becomes effective.
XV. Support Requirements:

A. Printer with a box of white paper

B. High-speed internet connections (wireless is fine)

C. Finance Representation on the 13th (check writer) - (60 checks)

D. Quiet work area

E. Telephone(s)

F. Quality stapler

G. 60 Large envelopes to place rooming lists and checks in

H. Box of paper clips

I. Ruler

J. Pens and Sharpie

K. Decision maker (Don Deering)

L. Any other support personnel as directed by host state (fewer is better!) 
M. Wayne Hunt LTC - NGAUS 
N. Pam Buckler - NGAUS 
O. Greg Garner-NGAUS

XVI. Conclusion: If a, b and c above are accomplished upfront, then this process will go very smoothly.
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