REQUEST FOR PROPOSAL

Organization:















Meeting Name:















Meeting Planner’s Name/Title:












Address:
















Phone Number:



Fax Number:


Email Address:




Web Address:





Meeting Budget (circle one):

Low Cost

Average Cost

High Cost

Preferred Dates:    
TO:

Range of Dates You Would Consider:

TO:




(Please note if dates or pattern are flexible)

Number of Simultaneous Meeting Rooms:




Largest Meeting:




Size (Sq. feet of capacity indication room set):










Guest Room forecast:
Number of rooms on peak night:













Day








Date








# of rooms needed








Previous Meeting Sites (if available with year, month, city and hotel/hotels used):





Future Meeting Sites (month/year):












Location Desired (circle one):  Downtown           Resorts           Suburbs           No Specific Preference

Banquet Functions:  Largest f & b attendance:

  Largest mtg. attendance:




Number of Exhibits:




Size of Exhibits:






Gross sq. feet:

Net Sq. feet:

Number of Days Required:





Move-In:




Show:



Move Out:





Do you have a defined budget for destinations management activities?







Describe any additional services that might be of interest to your organization:






Decision Date (when you need to have the choice made by):








Please use the back of this page for additional comments.  Thank you!

