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	1
	From the AHDI home page click on "Get Connected"


	2
	Next click on the “Governance" + then "Component Support and Resources” link.


	3
	Click on "Component Resource Center"

	4
	Scroll down to "Hotel Hosting" and click on "here"


	5
	Click on the "Meeting Site Request Form" button and complete with your meeting details

	6
	Save changes to the document.


	7
	Email the document (as an attachment) to psteen@helmsbriscoe.com  (HelmsBriscoe - Partner Hotel Site Selection Firm).


	8
	Once received, the assigned HelmsBriscoe manager will contact you to review and discuss the meeting details.



	9
	The HelmsBriscoe Manager will email a Hotel Availability Report to the AHDI Meeting Planner. 



	10
	The HelmsBriscoe Manager will assist with proposal requests, site visit arrangements, and contract requests, etc... as directed by the AHDI Meeting Planner.



	11
	The AHDI Meeting Planner will review and approve (sign) the Hotel (contract) and fax copies to the HelmsBriscoe Manager. 



	12
	Upon receiving the signed contract, the hotel will assign a Convention Services Manager to the AHDI Meeting Planner for final meeting details (i.e., food and beverages, audio visual, rooming list changes, etc.)



	13
	If you have any questions or need further information, please contact Paul Steen, National Accounts Manager with HelmsBriscoe
407-855-7796, psteen@helmsbriscoe.com 
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