Association of Collegiate Schools of Planning 
Guidelines for Proposals to Host the Annual Conference

I. Purpose:

This set of general guidelines has been prepared to assist ACSP member institutions to prepare complete and competitive proposals to host the ACSP national conference.  Responding to the items contained in these guidelines (see especially Section III below) will ensure that your proposal covers all of the necessary matters.  Adhering to these guidelines should make it possible for interested ASCP institutions to prepare proposals without investing unnecessary time and expense. It should be emphasized that being selected as a Local Host for the ASCP national conference carries significant responsibilities. Yet, previous Local Hosts attest that the investment of time and resources is an extremely worthwhile undertaking for faculty, students and for the host institution. It is certainly regarded as a significant contribution to the life of our Association.

II. General Conference Management Arrangements:

The annual conference of the Association of Collegiate Schools of Planning is organized by a Local Host School or Schools (LH), the National Program Committee (NPC) and a professional Conference Manager (CM), each of which has distinct responsibilities. This arrangement was initiated with the 1997 conference and has proven effective in planning and managing a conference that now draws in excess of 800 participants over the four-day span. The LH works closely with the CM and NPC Chair in putting together the conference, beginning with suggestions for the selection of the conference venue, preparing advance marketing materials, organizing local activities related to the conference, assisting with preparation of the program, and working with the CM throughout the conference process. The NPC, through a system of Track Chairs, and utilizing an online proposal submission process, manages the paper submission and approval processes. It is the primary role of the LH to ensure that all of the local arrangements are handled thoroughly and competently in support of the conference program. The CM and NPC Chair provide continuous support to the LH.

III. Items to be addressed in Proposal:

There is no prescribed format and stipulated length for responsive proposals from potential Local Hosts. The selection process considers the following: how effectively the proposal addresses the items discussed below; evidence that there is a commitment to carry out the program that will be honored 3-4 years down the road; creativity and innovation in conference activities (while upholding the ACSP tradition of wide ranging scholarly exchange in planning education); and the quality of the conference site and facilities. Each of the following items needs to be specifically addressed in the proposal.

A. Conference Dates:

It is preferred that the ACSP conference dates not conflict with other related conferences (e.g. APPAM, the Regional Science Association, Society for American City and Regional Planning History, and the American Planning Association Leadership Conference). While the proposal should provide specific conference dates (which are necessary to determine availability of conference venues and sleeping rooms), the final decision on the conference dates rests with the NPC. It should be noted that the conference typically begins Thursday morning and runs through mid-day Sunday, with pre-conference activities typically scheduled for the preceding Wednesday.

B. Conference Venue
In order to accommodate the ACSP conference, it is necessary to identify facilities in your local area that can accommodate the following meeting space requirements: minimally 15 break-out rooms with theater-style seating for 50 people; 350 sleeping rooms with a majority of those being double/double accommodations; three lockable rooms (for the book fair of 25 table-top exhibits, speaker ready-room, and  the conference office); and a ballroom or equivalent space that seats 500+ for lunch with a head table. In recent years, the per night room costs have ranged between $119 and $169 (single and double occupancy) and it is important to identify appropriate venues that can meet comparable rates while providing superior service. Cost will be a consideration in the conference site selection. It is possible to propose a conference site other than a large hotel (e.g. a convention center or university campus) as long as it is coupled with suitable and sufficient sleeping arrangements at a reasonable cost and without significant logistical challenges for participants.  At least two possible venues should be identified, and although it is appropriate to indicate a preferred location, it should be noted that CM and NPC Chair will be responsible for negotiating and finalizing the contract with conference venue. Informing conference hotels/facilities about the significant size of the conference, with its meal and room needs, will likely generate significant interest from the local hotel community. 
C. Transportation Facilities:

It is necessary to identify and briefly assess available transportation facilities that serve the conference site (air carriers, rail service, etc), with some attention to typical costs (round trip) between major urban centers as well as frequency of service.  This is especially important for those host schools located outside major metropolitan areas. Transportation matters also need to be addressed in relation to mobile workshops and the conference reception. This goes under the general heading of Local Transportation Issues.

D. Local Host Committee:

It is necessary to identify the LH Chair (or Co-Chairs), as well as key support persons and to provide assurances that these key persons will be available to execute conference planning and implementation duties beginning approximately 18 months prior to conference. Considerable staff support is expected during the six months prior to the conference. In recent years, the LH has designated a lead staff person who is assigned to the conference one-half time during the four months immediately prior to the conference. On site, a minimum of two full-time capable staff are expected for the week surrounding the conference to assist the CM. It is appropriate and will strengthen the proposal if individuals are identified to handle such critical local matters as transportation, mobile tours, on-site mobile tour registration, guides to local attractions (including restaurants), exhibit for the host school/department, student volunteer management (40-50 students) and any other unique features of the local program. 

E. Conference Theme:

The proposal should indicate a proposed conference theme, and discuss particular special sessions, local tours, exhibitions, and potential keynote speakers that highlight the conference theme. Previous LHs have used the conference theme to showcase program research and professional contributions from their institution. For the purpose of preparing the proposal, it is not necessary to contact potential plenary speakers (since this will be done later on in the conference preparation process in consultation with ACSP officers). But it is appropriate and encouraged to identify individuals whose work relates to the conference theme, and whose involvement in the conference would enhance the visibility of planning and planning education.  

F. Local Financial (and In-Kind) Support:

To be responsive, the proposal must indicate a willingness on the part of the LH to provide a minimum of $5,000 in cash or in-kind services to offset direct conference costs, and a plan as to how this target will be reached. Typically, the LH greatly exceeds this expectation through a combination of in-kind and cash contributions. Securing full or partial sponsorship by the host institution or a local donor for the conference reception is one way to meet this expectation. Some local hosts have carried out a fund-raising effort which has a double advantage of contributing to the conference resources and providing a degree of visibility to the host school with important local constituents.
G. Reception Venue:

It is a tradition at ACSP conferences to provide a conference reception as part of the registration benefits. The LH is responsible to identify appropriate sites and, if necessary, to secure local financial support. It is ACSP policy to allow the LH to work with a budget of $60 per anticipated attendee (historically 400-500) which must cover the rental fee for the space, motor coach transportation to and from the hotel, and all food and beverage expenses and if possible may cover entertainment and decorations. In some instances, the LH has gained support from its institutional resources to cover some or all of any additional costs that cannot be paid from the allocated budget. In other instances, the LH has secured outside support for the reception. The reception has proven to be a component of the conference which can attract outside support, which benefits ACSP as well as the LH.

IV. Proposal Submission Process:

For full consideration, initial detailed letter of interest and/or complete proposals should be submitted to the ACSP Vice-President via the ACSP staff office: ddodd@acsp.org. Attachments (hotel booklets, local promotional information, etc) should be mailed with an original copy of the full proposal shortly thereafter to: ACSP, 6311 Mallard Trace Drive, Tallahassee, FL  32312.
Any questions about the proposal preparation process should be directed to the ACSP Vice-President. The schedule of ACSP conference venues since 1999 indicates that most regions have been or will be represented (Chicago, 1999; Atlanta 2000; Cleveland 2001; Baltimore 2002; Brussels 2003 jointly with AESOP; Portland, OR 2004; Kansas City, MO 2005; Fort Worth 2006; Milwaukee 2007; Chicago 2008; Crystal City, VA 2009; Minneapolis 2010; Salt Lake 2011). So the selection process is wide open and all regions are encouraged to submit.  

