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Meeting Planner Request for Proposal








Today’s Date:				Proposal Deadline:					





Decision will be made by:			Do you need a site inspection?    Y	    N








Name of Organization:									





Type of Organization:										





Type of Meeting:										





Address:											





Phone Number:				Fax:						








Contact Person:					Title:					





Phone Number:			Email Address:					








Preferred and alternate meeting date(s):							








Number of Attendees:			Number overnight rooms needed:			








Meeting space requirements (square footage, set ups, AV aids, breakout space, etc.):





												





												





												





												





												








Lodging Requirements:									





												





												





												








Other location(s) is your group considering:							





												





												








Group meeting history:									





												





												





												








Meal Requirements (Circle those that apply):





Breakfast		AM Snack		Lunch





PM Snack		Dinner			Reception





	


Do you require transportation service?		YES		NO








Do you have or require a local host?			YES		NO








What activities do you require on premises? (Circle all that apply)





Boating	Fishing	Swimming Pool	Beach		Golfing








What additional information would you like to receive? (Circle all that apply)





Cruises	Fishing	Kayaking/Canoeing	Museums	Hiking





Biking		Golf		Retail Shops		Art Galleries	Theatre/Plays





Antiques	Birding	Seasonal Attractions	Dining			











Please list any additional requirements in the space below:














PAGE  

