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                                    Hotel Solicitation for Group Events 

Department: _______________________________________
Address:        _______________________________________
Event Name: _______________________________________
Department Contact: ________________________________
Phone Number: _____________________________________
Fax Number:     _____________________________________
Email Address: _____________________________________
DEPARTMENT CONTACT - PLEASE SUBMIT THIS FORM TO THE HOTEL TO REQUEST A RATE PROPOSAL
Requested Hotel for Proposal: 
Name: ____________________________________ Location: _____________________________________
Event Dates: _ _____________________________ through_______________________________________
Does this Event require Guestrooms and Meeting Space?


_____ Guestrooms Only (Complete SECTION 1)

_____ Guestrooms and Meeting Space (Complete SECTION 1 and SECTION 2)


_____ Meeting Space Only (Complete SECTION 2)
SECTION 1 - GUEST ROOM BLOCK
	
	Date:
	Date:
	Date:
	Check-Out Date:

	King
	#of Rooms:
	#of Rooms:
	#of Rooms:
	#of Rooms:

	Double
	#of Rooms:
	#of Rooms:
	#of Rooms:
	#of Rooms:


How will guestrooms be reserved?


_____ Individual Call-In

_____ Rooming List will be provided (provide guest names in the comment area)
How will guestrooms be billed?


_____ Guest responsible for Room, Tax and Incidental Charges

_____ Department will pay for Room and Tax


_____ Department will pay for ALL CHARGES

Is billing through a master account requested?  ____ Yes    ____ No
(an account to which all specified charges will be applied and will be paid after the event)

SECTION 2 - MEETING SPACE REQUIREMENTS
	Day
	Date
	Start Time
	End Time
	Event
	Seating Style
	# People
	Fee if applicable

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Attach spreadsheet if additional space is needed
Is Audio Visual equipment needed? ____ Yes    ____ No 
Specify Requirements: _________________________________________________________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Comments: ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
HOTEL CONTACT – PLEASE INCLUDE THE FOLLOWING INFORMATION IN YOUR PROPOSAL

List All Applicable Taxes (room tax, resort fee, city fee, etc.)

List All Complimentary Amenities
List Daily Rate if Not Complimentary

· In-room wireless high speed internet
· Fitness center
· Parking
Department Signature: __________________________________________

Date: __________________________
Print Name: _____________________________________________ 
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