




I. Contact Information
Event Name:

Event Host Organization:

Event Organizer:

Key Contact Person:
 
Job Title:

Mailing Address:

City/State/Zip:


Country:

Phone:

Fax:

E-mail Address:

Web Address:

Repeat for additional contacts as necessary

II. Event Profile
Event Dates:


Event Organizer
	Market Segment:
	

	Event Type:
	


Event Host Overview:   

Event Objectives:          
Attendee Profile
Expected Total Event Attendance:  

Attendee Demographics Profile:  
Accessibility/Special Needs:  
Event History
Exhibition Information
Number of Exhibits Expected:  


Exhibitor Demographics Profile:  
III. Requirements
Statement of Need:  
Location Requirements

Preferred locations for the event are:  
Other Location Requirements:  
Date Requirements
Facility Requirements
	Preferred Facility Type:
	


Guest Rooms

· Total Room Nights:  
· Peak Night Room Block:  
Largest Function Space

· Set-up Type Required:  
· Minimum Capacity:  
Breakout Rooms

· Minimum Number Required Simultaneously: 
Other Facility Requirements Comments:  
Guest Room Block Requirements
The following chart outlines guest room requirements for the event.  It begins with the first day of attendee/staff arrival and ends with the final departure day:  

	

	# of Guests
	# of Single-Bedded

Rooms

Required
	# of Double-Bedded

Rooms

Required
	# of

Suites

Required
	# of

Accessible

Rooms

Required
	Total # of

Rooms &

Suites

Required

	Tuesday
	
	
	
	
	
	

	Wednesday
	
	
	
	
	
	

	Thursday
	
	
	
	
	
	

	Friday
	
	
	
	
	
	

	Saturday
	
	
	
	
	
	

	Totals
	
	
	
	
	
	


Rebates, Assessments, or Commissions Will Be Paid on Room Rates:  Yes, standard IATA commission
Method of Reservations:  Individual Reservation 

Function Space and F & B Requirements
The following chart/schedule outlines function space requirements for the event. Note: Can use General Session room for 2 breakouts provided air walls provide sound barrier. 
	Day & Date
	Function
	Start

Time
	End

Time
	# of

Attendees
	Setup
	A/V

Requirements

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Function Space and Audio/Visual Comments:  
Food & Beverage Requirements Comments:  
IV. Proposal Specifications
All information provided in this RFP is proprietary for this purpose only. Information cannot be released without written permission from the contact person named in Section I. Direct all questions and requests for additional information regarding this RFP to the contact person designated in Section I, Marianne Van Wagner.
Decision Making Process:
Final Recommendation:

Timeline:

· Proposal Due Date:  
· Preliminary Cut Date:  
· Decision Date:  
· Approximate Date of Site Inspection (if required): 
· Number of Site Inspection Attendees (if required):  
Required Attachments:
· Standard sales kit for the facility
· Insurance Requirements

· Exclusive and/or Preferred Vendor List

· Price List(s): F&B, A/V, Resort Fees, Parking, Fitness Center, Porterage & Baggage, Internet Access & Accessories, Room Drops, Corkage - Wine & Beer Fees, Shipping & Receiving, Labor Policy, Cleaning/Trash Removal Policies, Utilities, Gratuities Policy

Instructions for Responding:

· Each proposal responding to this RFP must include the information requested in this RFP.

· Expenses related to the preparation and completion of a response to this RFP are the sole responsibility of the vendor.
· The proposal with the lowest dollar amount will not necessarily be considered as the best proposal.
· Incomplete and/or late responses will not be considered.

· Accepted Formats for Response:
Email (no phone calls, please)
Request For Proposal
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