RFP TEMPLATE


Use a Request for Proposal to communicate your event requirements to prospective partners. Provide it to meeting planners so they can understand and provide a comprehensive response that will give you all of the information you need in order to make an informed decision and select the venue that is best for your event. You can also use this format to create a custom RFP for other service providers, such as technology firms or trade show management firms. 
Request for Proposal 2021 XYZ Fall Conference September 15–17, 20XX
General information: 
Company name: 

Address:

Main phone number: 

Fax number:

Primary contact name: 

Title: 

Direct phone number: 

E-mail address: 
Event summary: 
Event name:

Description: 

Attendee demographics:

Number of years the event has been held:

Date(s) of event:

Dates are flexible? Y/N:

Start/end times each day:

Anticipated total number of participants:

Approximate # of sleeping rooms per night:

Number of sleeping rooms on the master bill (staff, VIP guests): 

Individual sleeping room reservations tax-exempt? Y/N 
Spaces needed: 
· Registration area 
· Storage/support room (need hardwire Internet capability) 
· 7 meeting rooms for tracks as noted below 
· General session room for Wednesday morning only 
· Meal room that can accommodate minimum of 250 people 
· All-day beverage station (coffee, tea, soft drinks, water dispensers) 
· Exhibitor space in high-traffic area (no more than 25 spaces with a table, 2 chairs, and access to electricity for each) 
Price quotes needed for the following: 
· Full projection package for each meeting room, price per room 
· Microphone on a stand or lectern, price each 
· Lavalier microphones, price each 
· Raised stage for general session meeting room 
· Password-protected Wi-Fi for entire meeting area 
· Hardwired Internet connection, price per room 
· Copy of most current banquet menu 

Does your facility provide the following amenities onsite? Please elaborate where needed, including hours of operation:

__ Complimentary parking
__ Complimentary transportation to local airports and local attractions 
__ Restaurant 
__ Bar
__ Pool
__ Spa 
__ Exercise facility
__ Other 

Draft Agenda (all times are approximate)
Tuesday, September 14 
Arrive 3:00 p.m. Requirements: 
· Access to registration area 
· Access to storage/support room 
· Access to learning lab meeting rooms to set up computers (Tracks 2 and 3) 
· Access to exhibitor tables for setup (no more than 25 exhibitors) 
Wednesday, September 15 
· 7:00 a.m. - Registration begins
· 7:30–8:30 - Breakfast buffet
· 8:30–9:30 - General Session
· 9:00–5:00 - 7 Tracks running concurrently
· ❍  Track 1 
· ❍  Track 2 
· ❍  Track 3 
· ❍  Track 4 
· ❍  Track 5 
· ❍  Track 6 
· ❍  Track 7 
· 12:00 p.m.–1:00 Lunch Buffet
· 6:00–7:00 Dinner Buffet
Thursday, September 16 
Identical to Wednesday, except:
■ 6:00 p.m.–10:00 Dinner/gala, followed by after-hours event, in a space large enough to comfortably hold all participants; setup to be determined 
Friday, September 17 
· Registration and storage area, same as Wednesday and Thursday 
· Breakfast buffet only 
· Beverage service only until noon 
· Tracks 1–4 only, running from 8:30 a.m.–12:30 p.m. 
· Teardown and out no later than 2:30 
Sleeping rooms: 
We can guarantee a minimum of 100 rooms per night on Tuesday, September 14; Wednesday, September 15; and Thursday, September 16. The XYZ staff rooms (approximately 15–20 persons, each night) would go on the master bill; all other attendees will book and pay for their own reservations. We require a mix of room styles, including 2 queen and 1 king bed. Please provide information on other room styles you have available, as well as a price per room, including the current tax rate. Our participants will typically not be able to budget more than $175.00 per night for a sleeping room. 
Food and beverage guarantee: 
We can provide a food and beverage guarantee of at least $35,000.00. Please provide your most current banquet menu, including rates for taxes, gratuities, and service fees. Provide any information regarding off-menu food and beverage options that are available. 
Date proposal due: 
Decision date: 
Industry references can be provided upon request. 
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