Show Site Selection Checklist

Identify dates between March 1 and October 1 that correspond with all-breed or toy group shows (if possible) in your area and verify that hotel property under consideration is available during this time frame.

	Property Name:

	Sales Manager:

	Contact Phone Number:

	Contact Email:

	Contact Fax:

	Date of Visit:

	Proposed Dates for Event:


	Questions
	Yes
	No
	Comments and Follow Up

	Is the hotel chain local?
	□
	□ 
	If yes, provide name:

	Is the hotel a national chain?
	□
	□
	If so, which chain:

	Has the hotel hosted a dog related event before?
	□
	□
	If yes, what event and when?

	Has the sales and catering staff been in place for 2 years or more?
	□
	□
	State how long key management of the hotel has been in place.

	Has the hotel ever changed ownership or do they anticipate a change in ownership?
	□
	□
	If so when?

	Is there any construction or renovation planned that will occur during the proposed events dates?
	
	
	If yes, provide details.

	Is breakfast included in the price of the room?
	□
	□
	

	Does the hotel offer a shuttle to and from the closest area airport?
	□
	□
	If yes, indicate fee if any.

	Is there a free span ballroom?
	□
	□
	What are the dimensions?

	Is there a conference room available to house the Meeting of the Board of Directors?
	□
	□
	What are the dimensions?

	Is there a storage room available for items to support the event?
	□
	□
	If not where will the items be housed?

	Are complimentary room nights offered to the number of guest rooms rented? (Used for judges, photographer, etc.)
	□
	□
	If yes, what is the ratio?  The standard is 1 room night for each 25 room nights rented.

	Is there a full service restaurant or coffee shop on site?
	□
	□
	What are the hours of operation?

Do they offer a buffet?

	Is there a bar on site?
	□
	□
	

	Is there in house catering available?
	□
	□
	If yes, attach menus and pricing.

	Is there a gift shop on site?
	□
	□
	

	Is there ample parking?
	□
	□
	

	Is there parking available for RVs on site?
	□
	□
	If yes, are there hooks up and will there be a fee associated?

	Questions
	Yes
	No
	Comments and Follow Up

	Are there down and out rooms available?
	□
	□
	If yes, how many?

	Are there suites as well as standard rooms available?
	□
	□
	If yes, what is the price?  Is there a discounted price for STCA?

	Are the rooms with outdoor corridors?
	□
	□
	

	Are there elevators?
	□
	□
	

	Is there quick access to the outdoors from the main ballroom?
	□
	□
	

	Are there grassy areas close to the hotel where dogs can be exercised?
	□
	□
	

	Is there a room or suite that can be used for hospitality?
	□
	□
	

	Are there any restrictions on bringing in food and beverages for use in the hospitality suite?
	□
	□
	If yes, what are the dimensions and capacity?

	Is there a room available for grooming adjacent to the ballroom?
	□
	□
	If yes, please list.

	Is there adequate space in the corridors surrounding the ballroom to house vendors?
	□
	□
	If yes, what are the dimensions and capacity?

	Are there any restrictions to where dogs can be walked in the building?
	□
	□
	

	Are there any restrictions to where dogs can be walked outside?
	□
	□
	

	Does the hotel offer audio visual equipment for rent?
	□
	□
	

	Does the hotel offer standard amenities such as in room coffee, iron, free local calls, cable television?
	□
	□
	If yes, attach fee schedule.

	Is the hotel located in a town or city?
	□
	□
	If yes, attach detailed listing.

	Is there quick access to highway or interstate?
	□
	□
	

	Are there restaurants (outside of any in the hotel) within walking distance?
	□
	□
	

	Is the hotel in a safe, low-crime area?
	□
	□
	If no, how far to closest?

	Does the hotel offer 24 hour on site security?
	□
	□
	State location concerns if any.

	Are the rooms modern, clean and well maintained?
	□
	□
	

	Are the common areas of the hotel modern, clean and well maintained?
	□
	□
	

	Does the hotel offer a toll free phone number for guest reservations?
	□
	□
	

	Does the hotel have a web site?
	□
	□
	

	Will the hotel require a pet deposit?
	□
	□
	If yes, it the fee refundable?


	Questions
	Yes
	No
	Comments and Follow Up

	Will the hotel require any special preparations to ballroom in order to have the show?
	□
	□
	Detail any special requirements for example plastic on carpet, etc.

	List any other items or offerings at this location  that can contribute positively to the outcome of the Specialty:
	

	List any areas of concerns about this location:
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