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PRIVATE 


Hotel Request for Proposal

This is to request from your hotel a proposal to host the annual week-long Ski for Light event from Sunday to Sunday between late January and early March. Board and Planning Committee members will arrive in advance of the event, beginning on Thursday. Detailed information about the number of hotel rooms, meals and hotel facilities required during the week are contained in this RFP.

Overview

Ski for Light, Inc. (SFL) is a non‑profit all‑volunteer organization founded in 1975 to teach cross‑country skiing to blind and mobility impaired adults in an atmosphere that emphasizes ability rather than disability. Each year SFL conducts a week-long event for this purpose at a U.S. location that changes from year to year. Background information about SFL is available at the Ski for Light website, www.sfl.org. Links under Events and New to SFL provide considerable detail on how the program works, and how the typical SFL week unfolds. In addition, a short Ski for Light introduction video can be found at Ski for Light official overview 2013 - YouTube.

The Role of the Event Hotel

The event hotel is "home" for the event. The group of 200 to 300 people all stay in the same hotel, have a group breakfast and dinner each day during the week, have various morning, afternoon and evening functions and meetings at the hotel, and generally consider it as home for the week.

What SFL Offers the Event Hotel

Hosting Ski for Light is a great opportunity to showcase your facilities and services to a diverse and enthusiastic group of cross-country skiers. By partnering with Ski for Light, you will not only support their mission of enhancing the quality of life and independence of their participants, but also gain exposure and recognition in the skiing community and beyond. Media coverage, social media posts, and positive word-of-mouth are just some of the promotional benefits you can expect. Ski for Light is a rewarding and memorable experience that can boost your reputation and revenue.
Over years of holding annual events, SFL has developed a model that seems to work quite well for all involved including centralized registration and billing. All participants pay a fee directly to SFL that includes room, meals, trail fees, transportation, and other event costs. SFL pays the hotel for all rooms and meals.

SFL asks in return for the use of banquet and meeting facilities and equipment without charge, a few special considerations mentioned later, and the best possible nightly room and meal rates.

Rooms
Approximate number of rooms by nights:
	 
	THU
	FRI
	SAT
	SUN
	MON
	TUE
	WED
	THU
	FRI
	SAT
	SUN
	 
	

	# of Lodge/Hotel Rooms 
	25
	35
	70
	150
	150
	150
	150
	150
	150
	150
	0
	 
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


It is important to note that there is a plus/minus 20% to the estimated room and meal requirements. SFL attendance has ranged from 180 people to 320 people over the past few years and could well end up anywhere in this range. Please build into your proposal the right for SFL to adjust upward or downward by this amount up until early December, with an additional 10% allowance after this date, based on availability of rooms should requirements increase.

Additional Information and Assumptions about the Week

The working assumption is that your hotel is including in your proposal only standard and ADA (non‑smoking) rooms, each containing one king or two queen beds. If your hotel has other types of rooms, such as smaller rooms appropriate for single occupancy, or rooms containing three beds appropriate for triple occupancy, or any other configuration, please let SFL know so that the room requirements may be modified.

The number of rooms ultimately required will be a function of several things, some of which are beyond SFL control. Most important will be how attractive the location proves to be to prospective attendees and the total cost of the week. Poor snow conditions may also cause some last-minute problems with cancellations. The event will go on regardless of snow and skiing conditions, but poor conditions could certainly act as a damper to full attendance.

SFL personnel will manage the entire process of people applying to attend the event via its online application process. No one except SFL personnel will be in direct contact with your hotel regarding room requirements.

The identified room requirements should be held for the SFL week until modified or released, as outlined below. On or about December 15, SFL will make any needed changes to the room block: this will be no more than +/‑ 20%.  After this adjustment, it is unlikely that further changes will be more than plus/minus 10% in total. About four weeks before the event, SFL would like a list of the room numbers of the entire SFL block. SFL will then provide a rooming list back to your hotel two weeks before the event.

Guests arriving on Saturday and Sunday prior to the event will be checked in at the SFL registration desk, set up in a suitable location. The SFL Housing Coordinator will confirm that the arriving guest is fully paid and that all required applications and forms are complete. The guest will then be issued a key to their room. Guests arriving on other days will check‑in at your hotel front desk, per the rooming list supplied.

All room expenses for each occupied room are to be billed to the SFL master account. Miscellaneous charges are to be accrued to the individual's account. Guests should not be required to provide a credit card for miscellaneous charges.  They will be paid by the individual before check‑out, and if not cleared can be transferred to the master bill.

All wheelchair (ADA) accessible rooms in the hotel should be included as part of the room block, until/unless specifically released by SFL. Please identify the number of all such rooms, as well as their bathroom configuration, in your proposal.

All guest requests for room changes must be referred by your hotel to the SFL Housing Coordinator, not acted on unilaterally by the hotel. SFL would like your hotel to extend the room rate charged during the SFL event for an additional three nights prior to the start of the event and three nights after the conclusion of the week, subject to availability, for those wishing to arrive early or stay over on their own.

Meals

All breakfasts and dinners are "group" meals, meaning meals with a fixed menu in a location apart from other hotel guests. The first dinner and first breakfast, when numbers are small, are exceptions to this requirement. They may be in a separate area of the main dining room if that seems best for a group of this size.

All breakfasts are to be a "distributed buffet,” meaning pre‑set items on each table, with two to four hot food stations each day. Sample menus from recent events can be provided to give you additional details. An exception is breakfast the first Friday, which can be part of a regular buffet, or other arrangement. The other exception is breakfast on the final Sunday, when an early continental breakfast will be needed.
All dinners are to be plated, served dinners. An exception, as mentioned above, is the first dinner on Thursday which can be part of a regular buffet or other arrangement.
SFL offers applicants the choice of a standard or alternative meal plan(s). The standard meal plan includes red meat, poultry and fish. Alternative meal plan(s) may include options such as vegetarian and gluten free, and will be developed in consultation with the SFL Meals Coordinator. It is important that the alternative meal plans be of comparable nutritional content, quality, and perceived price/value as the standard meal plan. For example, serving those choosing a vegetarian option the same food item as those choosing the standard menu, with the meat removed, is not acceptable to our attendees. Fifteen to twenty percent of guests, based on experience, will choose an alternative menu, while the rest will choose the standard menu.  Each attendee will be given a color-coded name tag at registration. The color of the name tag indicates which meal plan they have selected. This cannot be changed meal by meal, and must be the same for the entire week.
SFL will provide your hotel with the final meal count for each meal during the ten days of the event, broken down by meal type, at a date to be identified by your hotel.

SFL requests standard meal costs for the entire week. All breakfasts should cost the same; all dinners should cost the same.  The single exception is the continental breakfast on departure; we would expect this to cost less than other breakfasts. The price quoted should include all applicable taxes, gratuities and other charges.

Banquet and Meeting Facilities

Please consult the appendix for details of the typical SFL week. Requirements will be similar. In addition, please note the following items, which are not on the schedule, or require a fuller explanation.
· Room for the morning Sunrise Planning Meeting, needed Saturday through Saturday, at 7:00 am.  Hotel representative with decision‑making power to be present each day.
· Room for Hotel Staff Orientation (typically the first Saturday).

· Room for the storage and maintenance of MIP (Mobility Impaired Participant) sleds and equipment.
· Information Room (lockable), needed from the first Friday through the final Sunday.

· Sales Room (lockable), needed from the first Friday through the final Sunday.

· Room for Board Meeting, needed on the first Friday.
Special Considerations Requested

In establishing room and meal costs, SFL asks that the following items be built into the hotel's total cost/expense structure.

· Five complimentary guestrooms for up to three nights for a pre‑event planning meeting during September or October. Hotel representative(s) with decision‑making power to participate for at least one full day, a Friday or Saturday.

· One (1) complimentary guestroom with every (40) Forty rooms paid for each night during the event (These rooms are included in the room block identified above).

· A "welcome" reception to be hosted by your hotel from 5:30 to 6:30 on Monday. Up to two glasses of wine available per person, with non‑alcoholic alternatives, plus cheese/crackers or similar.

· Upgrades without extra charge for the SFL President and Event Chair to suites, or similar, for the entire ten days of the event (If additional upgrades are provided, please involve the SFL Housing Coordinator in decisions about who is to receive these upgrades).

· Complimentary coffee/tea service during the SFL Board meeting, and for each of the eight Sunrise Meetings.

· The ability to ship packages to your hotel with no handling/storage charge, any time after Jan 01.

Other Contract Provisions

· SFL will provide a reasonable deposit (no more than $10,000) at the time of contract signing. This deposit should be credited to the master account for the event.

· SFL would like to pay 80% of the estimated final total bill prior to departure, with the remaining 20% due to your hotel within 30 days of receipt of the final bill after the event concludes.

· SFL needs all communications from/to your hotel to be in an accessible format. MS Word or Excel e‑mail attachments work best. This requirement applies to the contract, menus, room blocks, invoices, etc.

· By June 1 prior to the event the SFL President will identify who will be the Event Chair.  The President and Event Chair will be the only people authorized to approve changes to the contract, or to approve charges to the master bill.

· The final contract must include a force majeure clause, cancelling the obligations of one party to the other in the event that performance is impossible
· If your hotel is sold to another party before the event, the final contract should allow SFL to cancel the event if it so chooses.

· Please provide a proposal that includes room cost per day, the cost of each breakfast, and the cost of each dinner. Include in these prices all applicable taxes and other charges such as gratuities. Do not submit just a package price for everything for the entire duration of the program, or even per day. This is because not all people will attend for the same period of time, or partake of the same number of meals. SFL needs details of all charges to let each participant know what they owe.

We look forward to hearing from you!
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1455 West Lake Street

Minneapolis, Minnesota 55408

(612) 827-3232
www.sfl.org
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Appendix

Sample Program Schedule

Here’s a day-by-day rundown of meals, skiing, important meetings and activities for the week. Please listen for more detailed program information and for any changes to the schedule during the twice-daily announcements, 7:45 a.m. during breakfast and 7 p.m. during dinner. SFL volunteers are ready to assist you throughout the week in the Information Room (Parlors E and H) and Sales Room (Parlor F). 

Thursday, 1/21

6:30 p.m.

Dinner

South Bellaire Room

Friday, 1/22

7:30 a.m.

Breakfast

South Bellaire Room

8:30 a.m.

Board Meeting

Fireside Parlor

12 p.m.

Lunch

South Bellaire Room

1 p.m.

Board Meeting

Fireside Parlor

6:30 p.m.

Dinner

South Bellaire Room

7:30 p.m.

Guide Trainers Meeting

Fireside Parlor

Saturday, 1/23 
7:30 a.m.

Breakfast

Center Bellaire Room

8:30 a.m.

Box Lunch pick-up

Center Bellaire Room

8:30 a.m.

Work Volunteers Meeting

South Bellaire Room

9 a.m.

Guide Trainers depart for Ski Site

Summit Conference Center Entrance

12 p.m.

Lunch (Boxed)

3 p.m.

Guide Trainers depart for Hotel

Trailhead, Schuss Village

4-6 p.m.

Registration and Check-In

Summit Promenade

6:30 p.m.

Dinner

Parlor C

7:30 p.m.

Guide Training

Fireside Parlor

Sunday, 1/24
7:30 a.m.

Breakfast

Parlor C

8:30 a.m.

Box Lunch pick-up

Parlor C

8:30 a.m.

Work Volunteers Meeting

Parlor E

9 a.m.

Guide Training Group departs for Ski Site

Summit Conference Center Entrance

12 p.m.

Lunch (Boxed)

2-6 p.m.

Registration and Check-In

Summit Promenade

2-6 p.m.

Hospitality

Parlor H

3:30 p.m.

Guide Training Group departs for Hotel

Trailhead, Schuss Village

6:30 p.m.

Dinner

Grand Ballroom

7:15 p.m.

Participant Introductions and Guide Assignments

Grand Ballroom

Monday 1/25
6:45 a.m.

Stretching

South Bellaire Room

7:30 a.m.

Breakfast

Grand Ballroom

8:30 a.m.

Alumni Guide Meeting

Center Bellaire Room

9-10:15 a.m.

Shuttles load and depart for Ski Site

Summit Conference Center Entrance

10:30 a.m.

Beginner/Novice XC Techniques

Schuss Mountain Day Lodge

11:30 a.m.-1:30 p.m.

Lunch

Ivan’s, Schuss Village

1:30 p.m.

Beginner/Novice XC Techniques

Ski Area

2-4 p.m.

Shuttles load and depart for Hotel

Trailhead and Ivan’s, Schuss Village

4:30 p.m.

First and Second-year Guides Meeting

North Bellaire Room

4:30 p.m.

First-time Participants Meeting 

Fireside Parlor

5:30 p.m.

Welcome Reception 

Center and South Bellaire Rooms

6:30 p.m.

Dinner

Grand Ballroom

7:15 p.m.

MIP Overview and Guide Introductions

Grand Ballroom

9 p.m.

Dance with DJ

Grand Ballroom

Tuesday, 1/26
6:45 a.m.

Stretching

South Bellaire Room

7:30 a.m.

Breakfast

Grand Ballroom

8:30 a.m.

All Participants (VIPs and MIPs) Meeting

Center Bellaire Room

9-10:15 a.m. 

Shuttles load and depart for Ski Site

Summit Conference Center Entrance

10:30 a.m.

Technique Session-Intro to Snowplow

Ski Area

11:30 a.m.-1:30 p.m.

Lunch

Ivan’s, Schuss Village

2-4 p.m.

Shuttles load, depart for Hotel

Trailhead and Ivan’s, Schuss Village

4 p.m.

Mid-Week Board Meeting

Fireside Parlor

5:15-6:15 p.m.

Special Interest Sessions

South Bellaire Room, Center Bellaire Room, North Bellaire Room

6:30 p.m.

Dinner

Grand Ballroom

8 p.m.

Evening Activity

TBA
Wednesday, 1/27
6:45 a.m.

Stretching

South Bellaire Room

7:30 a.m.

Breakfast

Grand Ballroom

8:30 a.m.

All Guides Meeting

Center Bellaire Room

9-10:15 a.m.

Shuttles load and depart for Ski Site

Summit Conference Center Entrance

10:30 a.m.

Technique Session-Intermediate Snowplow

Ski Area

11:30 a.m.-1:30 p.m.

Lunch

Ivan’s, Schuss Village

2-4 p.m.

Shuttles load and depart for Hotel

Trailhead and Ivan’s, Schuss Village

4 p.m.

Silent Auction Preview

Grand Ballroom

6:30 p.m.

Dinner

Grand Ballroom

8:30 p.m.

Silent Auction Tables Start to Close

Grand Ballroom

9 p.m.

Dance with DJ

Grand Ballroom
Thursday, 1/28
6:45 a.m.

Stretching

South Bellaire Room

7:30 a.m.

Breakfast

Grand Ballroom

8:30 a.m.

All Participants (VIPs and MIPs) Meeting

Center Bellaire Room

9-10:15 a.m.

Shuttles load and depart for Ski Site

Summit Conference Center Entrance

10:30 a.m.

Technique Session-Intermediate Diagonal Stride

Ski Area

11:30 a.m.-1:30 p.m.

Lunch

Ivan’s, Schuss Village

2-4 p.m.

Shuttles load and depart for Hotel

Trailhead and Ivan’s, Schuss Village

5:15-6:15 p.m.

Special Interest Sessions

South Bellaire Room, Center Bellaire Room, North Bellaire Room

6:30 p.m.

Dinner

Grand Ballroom

8 p.m.

Talent Show
Grand Ballroom

Friday, 1/29
6:45 a.m.

Stretching

South Bellaire Room

7:30 a.m.

Breakfast

Grand Ballroom

8:30 a.m.

All Guides Meeting

Center Bellaire Room

9-10:15 a.m.

Shuttles load and depart for Ski Site

Summit Conference Center Entrance

11:30 a.m.-1:30 p.m.

Lunch

Ivan’s, Schuss Village

2-4 p.m.

Shuttles load and depart for Hotel

Trailhead and Ivan’s, Schuss Village

5:15-6:15 p.m.

Special Interest Sessions
South Bellaire Room, Center Bellaire Room, North Bellaire Room

6:30 p.m.

Dinner

Grand Ballroom

8 p.m.
Norway Night

Grand Ballroom

Saturday, 1/30
6:45 a.m.

Stretching

South Bellaire Room

7:30 a.m.

Breakfast

Grand Ballroom

8:30-9:30 a.m.

Shuttles load and depart for Ski Site

Summit Conference Center Entrance

10 a.m.

Opening Ceremonies, 

followed by the Olav Pedersen Race and Rally

Trailhead, Schuss Village

11:30 a.m.-1:30 p.m.

Lunch

Ivan’s, Schuss Village

1:30-3:30 p.m.

Shuttles load and depart for Hotel

Trailhead and Ivan’s, Schuss Village
5:30 p.m.

Social Hour

Center and South Bellaire Rooms

6:30 p.m.

Banquet and Awards

Grand Ballroom

9 p.m.

Dance with DJ

Grand Ballroom

Sunday, 2/1
Beginning at 5 a.m.

Continental Breakfast

Parlor C

Buses load and depart for Airports

Summit Conference Center Entrance
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