

NACADA
Overview 2 programs      2006
National ACADEMIC ADVISING Association

From:
Diane Matteson  (785-532-5717 or matteson@ksu.edu)

Re:
NACADA Academic Advising Summer Institute and Faculty Seminar
Over the past nineteen years, the National Academic Advising Association (NACADA), has conducted an intensive week long institute on Academic Advising for higher education faculty and administrators.  In 2003, we expanded to two institutes each summer and we have been pleased with the response.  
We are now seeking low-cost locations for the 2006 Institute based on the enclosed specifications.  If you have availability, meet the requirements below and wish to be considered to host the 2006 Academic Advising Summer Institute, please E-MAIL a completed bid sheet to matteson@ksu.edu with a function space map and area information, particularly information on restaurants and activities within walking distance of the meeting site.   A function space/location kit can be mailed separately. 
Audience:
Academic Advisors from higher education institutions across the U.S. and Canada.

History for Summer Institute


 
1993
University Park Hotel, Salt Lake City, UT (92 attended), $49 Room Rate



1994 
Holiday Inn Patriot, Williamsburg, VA (150 attended), $55



1995 
Copper Mountain Resort, CO (100 attended), $65



1996
The Radisson Hotel, Burlington, VT (156 attended), $67 



1997
Madison Concourse Hotel, Madison, WI (180 attended), $66



1998
Olympia Park Hotel, Park City, Utah, (142 attended), $62

1999 The Radisson Hotel, Burlington, VT, (200 attended) $72 

2000 The Radisson Plaza Hotel, Lexington, KY (195 attended) $75

2001 University of British Columbia, Vancouver, Canada (185) $30

2002 Wyndham Hotel, Colorado Springs, CO  $79 (283)
2003 Town and Country Resort, San Diego, CA  $89  (141)
2003 Pheasant Run Resort, St. Charles (near Chicago), Il - $82/94  (157)
2004 Portsmouth Renaissance Hotel, Portsmouth, VA   $79 (123)
2004 Hyatt Hotel, Milwaukee, WI  $82/92 (151)
2005 Radisson Riverfront Hotel, St. Paul, MN  $89  (133)
2005
Antler’s Hilton, Colorado Springs, CO  $99 (160)
As NACADA serves the higher education community, we strive to keep this weeklong activity affordable for the participants.  We seriously consider the room rate, the meal costs and transportation costs in our decision on the location and property.  The complimentary items listed on the bid request form are requirements for your bid to be successful.  

Faculty Seminar is a 2 day meeting (Thursday 8 am. to Friday 4 p.m.) which we may schedule before the Summer Institute begins on Sunday.  Attendance: Approximately 80-100    

Meeting space:  General session room for 125, plus 3 breakouts for 45 each, classroom style.  

Tentative Meals: Thursday Lunch, reception in evening, Friday breakfast and Friday lunch. 

Sleeping Room Block:  Wednesday, 50 rooms / Thursday, 70 rooms  / Friday, 20 rooms 

We appreciate your consideration of our needs and look forward to hearing from you ASAP or at least by Sept 10.

NACADA Academic Advising FACULTY Seminar  & Summer Institute 
Bid Request  2006
	# Sleeping rooms in hotel  ______

# Rooms blocked__________

Largest meeting room _____sq ft

2nd largest meeting room____sq ft

# meeting rooms for 16 _______
Miles/min from airport ________
Tax Exempt?_____________

Union property?______________




Property: ____________________________________________________________ 


Contact Person:
______________________________________________________ 
Address:_____________________________________________________________ 
Telephone: ________________________    FAX:____________________________  
E-Mail________________       HOTEL WEB SITE:_________________________
Available Dates and Rates for Summer Institute:  120-150 sleeping rooms needed for Summer Institute.   Faculty Seminar would be on the Thursday and Friday previous Summer Institute dates.
We have a high preference for the Faculty Seminar and Summer Institute combo to be the third week in June.  Faculty Seminar meeting space requirements are listed on the following page. 

_________June 22-23, 2006

Rates:_______ Single/_________Double – Preferred Fac Sem.

_________June 25-30, 2006

Rates:_______ Single / ________ Double - Preferred
Meeting requirements for Summer Institute: (Please initial your agreement.)
_____120-135 sleeping rooms needed Sun-Thurs, most are single rooms.  Would like to have room to expand, if demand is high.  Required:  private baths, air-conditioning, some handicapped accessible, some early arrivals and late departures - at conference rate. Will need approximately 30-40 rooms on the preceding Saturday evening.
_____Faculty Seminar – Wed, 50 rooms; Thurs, 70 rooms; and Friday 20 rooms.
_____Complimentary sleeping rooms at one per 40 room nights, cumulative.

_____Complimentary Meeting Planners/VIP Suite (2 bedrooms & parlor with table) is required for 14- nights: 

_____Complimentary Executive Directors Suite (1 bedroom & parlor) is required for 14 nights. 

_____Upgrades for all faculty and staff to concierge level (or equivalent) at conference rate. (Approximately 18 rooms for 6-7 nights). If no concierge level, you may substitute 1 bedroom suites or offer regular rooms at 50% of conference rate.  (Circle what you are offering.)
_____Complimentary meeting space with comp. wireless lavaliere microphones and podium in general session room
_____Complimentary high speed internet access for office space. 
_____Complimentary high speed internet access in all sleeping rooms.
_____All meals served buffet style.  Our fixed budget is $10-11 for full breakfasts/$12-$13 lunches inclusive/$25 for dinner.  Meals included are Sunday evening dinner, Mon-Thursday, Breakfast and lunch and Friday breakfast.
_____5 Complimentary Parking Passes (if parking is at a charge) for 11-14 days.
_____Gratuity Rate Maximum 18%;  Tax Rate ______%     Other taxes:_____________________________ 
	Optional Bid Enhancements: 
	Airport Access: 

	_____Complimentary Sunday evening social hour
_____Complimentary Airport shuttle
	· Distance to nearest major airport:_____________  
· List airlines serving nearest airport.____________

	Activities and restaurants within 10 minute walk:
	Hotel shuttle:  $_____Airport shuttle:  $_______ 
Taxi to airport:   $________                         


NACADA Academic Advising Faculty Seminar & Summer Institute Meeting space requirements                                                                                                                            
NOTE:  Although we require a large number of small breakouts, we are flexible and can use the regular meeting rooms, plus sleeping rooms or suite parlors which are large enough to hold 16 conference style, if there is adequate lighting and space.

Faculty Seminar
	
	
	
	
	Please list names & capacity of  rooms in this column

	Wed. 
	8:00 a.m. 
	Registration area for 125

Office space throughout seminar and institute
	2 large bulletin boards-4 easels

2  wastebaskets
	

	Thursday
	8:00 a.m.-5:00 p.m.
	General Session for 125

3 breakouts for 45 each Classroom style for  all meetings.
	Screen in each room
Comp microphone in General Session room
	

	
	
	Lunch & Reception
	Rounds for 125
	

	Friday
	8:00 a.m. – 4 p.m.
	Breakfast and Lunch

	Rounds for 125
	

	
	
	General Session for 125

3 breakouts for 45 each Classroom style for meetings.
	Screen in each room

Comp microphone in General Session room
	


Summer Institute - 

	Saturday
	Office space - 24 hr hold during conference
	Room large enough to hold 6-8 tables around perimeter
	
	

	Sunday
	
	
	
	

	12-3 p.m.
	Registration & Office space 
	Registration area for 200
Office space –    
	2 large bulletin boards-4 easels

2  wastebaskets
	

	3-5 p.m.
	General Session
	room to hold 170-200 classroom style  (preference given if this room can hold 250)
	1 large screen, complimentary microphones
	

	5-7 p.m.
	Social Hour/Buffet style Dinner
	Room for170-200 ppl
	
	

	7-8:30 p.m.
	Small Group Discussion
	14  rooms for 16 ppl. Conference style
	Flipcharts in every room, 1 or 2 overheads
	(list below on Monday-Friday schedule)


	Monday &Tuesday
	 

	8-9 a.m.
	Buffet Breakfast
	Room for 170-200 ppl
	Rounds, no speakers
	

	9-10:30 p.m. but hold this room all day
	General Session
	room to hold 200-250+ classroom style
	1- large screen, complimentary microphones, video projector
	

	10:30-12:00 noon
	Small Group Discussions
	14 rooms to hold 16 ppl conference style
	Flipchart in every room, 1 or 2 overheads
	

	12-1:00 p.m.
	Buffet Lunch
	Room for 170-200 ppl
	No speakers
	

	1:00-4:00 p.m.
	Workshops and Topicals
	6 rooms to hold 40-50 classroom style
	Flipcharts,  video projectors, 1 or 2 overheads, 1 vcr
	

	4:00-5:00 p.m.
	Roundtables, topics individual consults
	Use Small Group Discussion rooms  
	 
	


	Wednesday
	
	
	
	

	8-9 a.m.
	Buffet Breakfast
	Room for 170-200 ppl
	Rounds, no speakers
	

	9-10:30 p.m. but hold this room all day
	General Session
	room to hold 170-200+ classroom style
	1- large screen, complimentary microphones, video projector
	

	10:30-12:00 noon
	Small Group Discussions
	14 rooms to hold 12-15 conference style
	Flipchart in every room, 1 or 2 overheads
	

	12-1:00 p.m.
	Buffet Lunch
	Room for 170-200 ppl
	No speakers
	

	1:00-2:30 p.m.
	Individual consults
	Use Group Discussion rooms from a.m.
	 
	


	Thursday
	
	 

	8-9 a.m.
	Buffet Breakfast
	Room for 170-200 ppl 
	No speakers
	

	9-11:45
	Workshops and Topicals
	6 rooms to hold 40-50 classroom style
	Flipcharts,  video projectors, 1 or 2 overheads, 1 vcr
	

	Noon
	Buffet Lunch
	Room for 170-200 ppl
	No speakers
	

	1:00-2:00 p.m.
	General Session
	room to hold 170-200+ classroom style
	1- large screen, complimentary microphones
	

	2:15-3:45
	Small Group Discussions
	14 rooms to hold 16 conference style 
	Flipchart in every room, 1 or 2 overheads
	

	4:00-5:00 pm
	Institutional team meetings
	14- rooms to hold 16 conference style
	
	


	Friday
	
	
	
	

	8-9 a.m.
	Buffet Breakfast
	Room for 170-200 ppl
	No speakers 
	

	9:00-noon 
	Small Group Discussions
	14 rooms to hold 17 conference style
	Flipchart in every room
	


Please return your bid by Sept 9, 2005.   
PREFERRED COMMUNICATION – E-mail completed bid proposal to matteson@ksu.edu   





With subject line of SI 2006 (name of your city & hotel)

OR FAX this form back to (785) 532-7732.  Please send hotel package (maps, menus, etc.) by mail to: 
	Diane Matteson, Institute Coordinator
National Academic Advising Association

2323 Anderson Avenue, Suite 225 

Manhattan, KS  66502
	Phone: (785) 532-5717

FAX:  (785) 532-7732     

e-mail:   matteson@ksu.edu
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Kansas State University, 2323 Anderson Avenue, Suite 225, Manhattan, KS  66502-2912


Phone  785-532-5717      FAX  785.532.7732      E-mail  nacada@ksu.edu      Web site  http://www.nacada.ksu.edu

