SLEEPING ROOM EVALUATION WORKSHEET


When you are selecting the hotel, or hotels, that will house your guests, take the time to confirm the details below. Much of this information can usually be found on the hotel website. The last thing you want is to choose a facility and find that it doesn’t offer basic amenities. During the RFP process, confirm the number of rooms available for your group during your event dates, including types of rooms available and price per night. 
It’s also useful to provide as many details as possible to your participants so they can prepare for their travels accordingly. If the facility has both smoking and nonsmoking rooms, for example, you’ll want to be sure to let them know so they can specify their preference while making reservations. 
Name of hotel:
Address:
Main phone number: Reservations phone number: Website:
Primary contact name: 
Direct number: E-mail: 
Room Evaluation
Are all rooms nonsmoking? Y/N 
Number of rooms by room style: 
__ 2 queens, standard 
Conference price: 
__ 2 queens, suite 
Conference price:
 __ King, standard 
Conference price: 
__ King, suite 
Conference Price: 
__ ADA–compliant rooms 
Conference Price: 
__ Other room styles 
Conference price: 
Deposit requirements at time of reservation: 
Refund policy for cancellations: 
Check-in/check-out times:
Credit cards accepted: 
Checks accepted? Y/N 
Tax-exempt requirements: 
Transportation to airport and/or local attractions via taxi, limousine, or shuttle: 
In-room amenities:
               __ Wireless Internet 
__ Coffeemaker
__ Work desk
__ Safe
__ Refrigerator
__ Microwave
__ Hair dryer
__ Alarm clock 
Property Amenities
 __ Pool indoor 
Hours:
__ Pool outdoor 
Hours:
__ Exercise facility 
Hours:
__ Breakfast available: Y/N 
Included in room rate? Y/N
 __ Full-service restaurant? Y/N 
Hours: 
__ Bar? Y/N 
Hours: 
Area Attractions
__ Dining 
__ Shopping
 __ Recreation 
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