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REQUEST FOR PROPOSAL

CRITERIA & INFORMATION FORM

Thank you for the opportunity to bid on your event. To assist us in better serving you, please complete the following to the best of your knowledge and return to our offices at your earliest convenience. 
Please allow a minimum of two weeks for the preparation and delivery of a full bid package.

Should you have any questions, please do not hesitate to contact:

Tracy Pugh, Convention & Event Sales 

Tourism Saskatoon

Fax # (306) 931-7586

E-Mail:  tpugh@tourismsaskatoon.com
Or mail to:

101-202 Fourth Avenue North, Saskatoon, SK S7K 0K1
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	Conference/Event Name:

	Group Name:



	Preferred Event Dates:

  Alternate Dates:

  (Optional)



	Proposal Due Date:



	National Contact Information: 
Name:

Position:

Address:

Telephone:

E-mail:

Website:


	Local Contact Information:

Name:

Position:

Address:

Telephone:

E-mail:

Website:


	Proposals to be addressed to: (check one)

___ National Contact                     ___ Local Contact



A. Convention Goals & Objectives: 

· What are the common goals and objectives of hosting your convention/event: (ex. education, networking, sales)
B. Organization Background:
· Please provide a brief description/history of your organization: 

C. Attendees:

· Attendee’s description: (ex. Demographic & Interests)
	Attendee Profile
	Details

	Anticipated # of Delegates
	

	Anticipated # of Companions
	

	% Local (Saskatchewan)
	

	% National
	

	% International
	

	Spousal Program Required
	Yes/No


D. Event Details:

· Guestroom Block Requirements:

	Dates
	Quantity of Rooms Required

	
	

	
	

	
	

	
	

	
	

	
	


· Any special guestroom requirements:
E. Itinerary:

*Please attach an itinerary which includes a daily breakdown of your conventions needs and requirements.*

Requirements may include: 


Function/Meeting Space (# of people or square ft) 



Food and Beverage requirements 



Tradeshow Components



Special notes

F. Anticipated Needs:

	Requirements
	Yes
	No
	Comments

	Audio Visual
	
	
	

	Tours/Specialized Programming (Delegate/Companion)
	
	
	

	Entertainment
	
	
	

	On-site convention planner/assistance
	
	
	

	Gifts, promotional items
	
	
	

	Shuttle bus service
	
	
	

	Limo Service
	
	
	

	Trade show/display/event supply rentals
	
	
	

	Golf Tournament
	
	
	

	Other:
	
	
	


G. Event Past History:

	Year/Dates
	City, Prov.
	Total 

Attendance
	Total Room Block
	Hotels & Facility

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


H. Selection Process
· What are the deciding factors in choosing your destination for your conference: 
· Who will be making the final decision on the event site:

· Is a site visit required in deciding on a host location: Yes/No

· Is a local committee required to host this conference: Yes/No

Please provide details:

· Are you considering other destinations for your conference: Yes/No
Please indicate the name of the cities:
“Tourism Saskatoon/Conventions Saskatoon is excited to have this opportunity to host your event. We will ensure your conference is successful and your delegates have a great experience.” 
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