RFP

Xyz Associates
	Organization Name: 
	XYZ Associates

Address
City/State/Zip

	

	POC:
	Ms. J. Public, Executive Director



	Email:
	

	Phone:
	

	Fax:
	




	

	Name of Meeting:
	Annual Meeting

	

	Location: 
	??? (City or cities)

	

	Meeting Dates:
	??? (preferred dates – also advise if flexible or firm dates)

	

	Guestrooms:
	Day 1    Sunday        25
Day 2    Monday       85

Day 3   Tuesday       250

__% single occupancy    ___% double occupancy



	
	

	Suite requirements
	List how many, type

	
	

	
	

	

	Rate Guidelines: 
	It’s best to give a range or mention the rates the group has paid in the past.

	

	Meeting Specs:
	(Either attach a program or list by day & include name of meeting, times, # of people and room set requested.

	Other Requirements:


	AV needs etc.

Exhibit space

	Wish list:
	List those things that will influence you making a decision. Nice to have especially if you have hotels competing for your business but not deal breakers.


	Special requests
	List those things important to the group:  ex. Proximity to jazz clubs; proximity to IBM, other tech businesses, Hotel’s record on diversity, promotion of minorities, near Metro line, 

	
	

	History:
	Year           City             Hotel

Year………City………  Hotel

Year……..City………..Hotel

3 years history is nice…even better if you can include it from hotel.

	
	

	
	

	Purpose of meeting:

	Also nice to have.  You may have access to speakers in the community that the sales rep or convention services dept can lead you to.

	Estimated value of meeting:

	Multiply the number of rooms by the requested rate and add the food and beverage total estimates.  Also, if you can meet over a holiday

	
	

	Decision process and timetable:
	How is the decision made? Local committee; board decision, executive director only?

	
	

	Date Proposals Due:


	

	Date decision made/contract signed:
	Hotel sales people love deadlines!  


