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	Full Organization name
	

	Meeting Name
	

	Contact Name
	
	Title
	

	Mailing Address
	

	City
	
	State
	
	Zip
	

	Telephone
	
	Fax
	

	Email
	
	Cell
	

	Preferred Dates
	

	Dates Flexible? 
	

	Expected number of attendees
	

	Type of meeting and/or event
	

	What other destinations are being considered?
	

	

	What are the key decision factors in choosing your destination (price, activities, food, etc…)

	

	

	Meeting specification for each day
	
	
	

	
	Meeting
	
	

	
	Set-up for each function
	

	
	Theatre
	

	
	Classroom
	

	
	U-shape
	

	
	Banquet 
	

	
	Other
	

	
	Break out
	

	
	Meals (need to be in separate room?)
	

	
	Exhibit Space
	

	
	Registration area
	

	When do you need responses?
	

	What is your decision date?
	

	Do you need sleeping rooms?
	
	Number of nights?
	

	Number of rooms requested?
	

	What is your estimated single occupancy / double occupancy (2 beds or one)?
	

	Any special amenities needed?
	

	Food or Beverage for the event:
	

	
	Which meals for each day?
	

	
	Anticipated number of people for each meal?
	

	Do you have any free time? If so, do you want activities planned?
	

	Do you need spouse and/or family programs / activities planned?
	

	What are the group’s interests?
	

	Should I send you suggested itineraries?
	

	Do you need entertainment?
	

	
	

	ADDITIONAL NOTES:
	

	


