
FLORIDA STATE 
CONVENTION
How to submit a bid to Host



AREA 14 & 15 BID DOCUMENTS

• Bid Timeline

• Bid Chart 

• Bid Summary Package
• Available at Area 14 and 15’s web sites listed below:

• BidPacket.pdf (aanorthflorida.org)

• http://area15aa.org/state-convention/

Handouts of Bid Timeline, Bid Chart and Bid Summary package are available

Bid_Timeline.pdf
bid_chart.pdf
Bid-Summary-Revised.pdf
https://www.aanorthflorida.org/docs/BidPacket.pdf
http://area15aa.org/state-convention/


AREA 14 & 15 BID TIMELINE

Handouts of Bid Timeline, Bid Chart and Bid Summary package are available

The Hosting Convention Chairperson serves 

on their Area State Convention Committee 

and the Joint Advisory Committee (JAC). 

The Hosting Convention Treasurer serves on 

Joint Advisory Committee (JAC).



AREA 14 & 15 BID CHART

Handouts of Bid Timeline, Bid Chart and Bid Summary package are available



AREA 14 & 15 BID SUMMARY PACKAGE

Handouts of Bid Timeline, Bid Chart and Bid Summary package are available



AREA 14 & 15 BID SUMMARY PACKAGE

Handouts of Bid Timeline, Bid Chart and Bid Summary package are available



INFO NEEDED

• Gather information on needs for a contract –

ASK for help from Area 14/15 State Convention Committees or Past Convention Chairs

• Breakout Rooms- How Many?

• Ballroom size-How Big?

• Guest rooms-How Many?

• Food & Beverage-Minimum? INCLUSIVE PRICING ( NOT ++)

• Coffee needs-How Much? INCLUSIVE PRICING (NOT ++)

• Banquet needs-What Meals? How Much? INCLUSIVE PRICING

• Ice Cream-When? How much? INCLUSIVE PRICING (NOT ++)

• Audio Visual (AV) needs INCLUSIVE PRICING (NOT ++)

• Pre-function area needs-Registration table? Merchandise table? Sports? Volunteer table?

• Parking needs-Free? Shuttle?

• A clause in the contract stating NO construction during the convention



BREAKOUT ROOMS

• How many rooms will be needed?
• Workshops?

• Al-Anon?

• Young People?

• LGBTQ?

• Marathon Meetings?

• Hospitality?

• Spanish Linguistics?

• Archives?

• Meditation?

• Yoga?

• Props for Entertainment?



BALLROOM SIZE

• How many attendees for big speaker meetings?

• How much Banquet seating is needed?

• Do we need overflow room(s)?



GUEST ROOMS

• How many sleeping rooms are needed?

• How many complimentary rooms are being allotted in the contract?

• Room attrition? (How many rooms do we need to fill – what percentage?)

• Pricing on rooms? (1-4 people in room/same price)

• Suites/different room options? (preferred view, 1 bedroom, 2 bedroom)

• Resort fees? (included or waived)



FOOD AND BEVERAGE

• Banquets

• What is the minimum F&B (Food & Beverage)

• Is it inclusive or exclusive (++ in contract)

• Watch out for inclusive or exclusive of taxes and service charges (++)

• Typical service charge up to 25%

• We are tax exempt!

• How many Banquets? (Friday and Saturday night)

• How many people will attend banquets each night? (smaller attendance on Friday?)

• Pricing?

• What is included in the dinner? (salad, entrée, dessert) (protein options? vegan options?)



FOOD &BEVERAGE CONT.

• Coffee 

• How much is the FREE coffee going to cost? (INCLUSIVE or exclusive ++)

• How much coffee do we need?

• Are we going to offer FREE coffee all day long?

• Can we make our own coffee in Hospitality?

• Ice Cream 

• How much is going to cost? (INCLUSIVE or exclusive ++)

• When? Typically Friday and Saturday nights after the speaker meeting

• How many people will be served?

• What's included? (what flavors, how many toppings, sugar free option)



AUDIO VISUAL NEEDS

• Sound? (Hotel house sound or speakers)

• Visual?
• Are you planning on using screens in the main meetings or overflow room(s)?

• Are you planning on using captioning?
• Camera

• Projectors

• Screens

• Microphones?
• Extra cost?

• Easels?  How Many?

• Podium - we have our own podium



PRE-FUNCTION AREAS

• How many tables?

• Recording  company for recordings of the speakers/workshops table needs

• Registration table needs

• Merchandise table needs

• Volunteer table needs

• Sports events table needs

• Next state convention registration

• Bidding state convention(s) information

• Literature Sales

• Area Committee Displays? (Accessibilities, Corrections, Grapevine, Public 
Information/Cooperating with Professional Community, Remote Communities)

• Young People

• Any more?



PARKING

• How much is available?

• The locals typically drive back and forth so lots of daily parking is necessary.

• What is the cost for valet and self?

• Large remote parking on hotel property – shuttle needed?

• Off sight parking - transportation needed?



YOU HAVE A DRAFT CONTRACT (NOT PROPOSAL) READY  

Now what???



GET AREA APPROVAL 

• The next set of approvals are to make sure that the hotel is sufficient for a 
state convention and………

• To make sure of the financial feasibility of the contract.

• Once you get a draft contract from a hotel

• Go to area state convention standing committee meeting at appropriate area 
assembly by the cutoff date with your draft contract and completed bid summary 
sheet (January 2 years prior to when the convention will be held) 

• Area 14 – North Florida

• Area 15 – South Florida

• Go back to Hotel to get any changes suggested by Area committee (if needed) and 
then go to the April Area State Convention Standing Committee meeting with all the 
appropriate changes.



GET JAC APPROVAL

• Now that the area committee has given your contract approval to go to 
JAC…. (Joint Advisory Committee – Area 14 and Area 15 combined)

• Contact the JAC Chair to inform them that you would like to attend the JAC 
meeting to present your bid contract at the February OR May JAC meeting 2 
years plus prior to the actual convention you are  bidding on.

• JAC will go over the contract  and bid summary sheet to make sure the hotel is 
sufficient for a state convention and it is financially feasible.



BID TABLE

• Once JAC gives approval then you may set up a bid table at the State Convention 
in July/August 2 years prior to the convention you are bidding on.

• Then at that same convention there will be a site selection meeting where all of the 
attendees vote on which hotel will win the bid.

• YOU WIN!!!!

• If your hotel is chosen then you receive immediately from the current state 
convention $5000 seed money to start off for planning etc.  

• Then the fun begins…..

• You will start to get committees and planning meetings to be ready to start 
registering people at the next State Convention which will be 1 year prior to your 
convention. 



AREA 14 & 15 BID DOCUMENTS
• Bid_Timeline.xls (floridastateconvention.com)

• Bid Chart 

• Bid-Summary-Revised.pdf (floridastateconvention.com)

• Available at Area 14 and 15’s web sites listed below:

• BidPacket.pdf (aanorthflorida.org)

• http://area15aa.org/state-convention/

• Contact the Alternate Delegate in your Area for more information 

• Area 14: altdelegate@aanorthflorida.org

• Area 15: altdelegate@area15aa.org

Handouts of Bid Timeline, Bid Chart and Bid Summary package are available

https://65.floridastateconvention.com/wp-content/uploads/2021/08/Bid_Timeline.pdf
bid_chart.pdf
https://65.floridastateconvention.com/wp-content/uploads/2021/11/Bid-Summary-Revised.pdf
https://www.aanorthflorida.org/docs/BidPacket.pdf
http://area15aa.org/state-convention/
mailto:altdelegate@aanorthflorida.org
mailto:altdelegate@area15aa.org


QUESTIONS??????


