
ASSEMBLY BID WORKSHEET
A)  ASSEMBLY DATES AND HOTEL – GENERAL:

Proposed Dates of the Assembly:  ___/___/___   through   ___/___/___ 

Alternate Dates of Assembly:  ___/___/___   through   ___/___/___ 
Host Hotel






 Rooms Available


Address












Contact Person:












Phone:



  email 







Hotel Room Rate:  Single/Double $

  Triple/Quad $
  Cut off Date



Room Block: Friday 


  Saturday 


 Total 




Breakout Rooms #


(see Room Requirements” section attached)

Handicap Rooms:  #

 Wheelchair accessible?

  With Refrigerator?


Complimentary Rooms #


 per #


 room nights

Room Rates Extended #

 days before and #

 days after Assembly.

Parking Rates: Valet $

 Self Park $

 Total Parking Spaces:



Resort Fees $

 Other Fees $


 

Deposit Required $


 by (date)




B)  HOTEL – FOOD AND BEVERAGE
Saturday Night Banquet:  $


 (includes service fees, tax and gratuities)

Meals Guarantee  #



 Meals Count by date/time:





Meal Selections 1)



 2) 



 3) 




Cost for meeting space without Food & Beverage Requirement if available? $



Deposit Required $


 by (date)




Coffee:  $
 per gallon (includes service fees, tax and gratuities)
Complimentary gallons of coffee 


  
Hospitality Room?

  Make our own coffee?

 Bring in hot food?


Box Lunch (optional) $

 Saturday #

  Sunday #

 
Ice Cream Social (optional) $


 (includes service fees, tax and gratuities)


Friday Night #

  Saturday Night #



C)
GENERAL INFORMATION
Ballroom seating capacity for Sunday (rounds of 10) 

 Visitor seating



Overflow Room available with sound (if needed)?


 Cost $


 
Hotel Cancellation/refund Policy:









Use a separate Worksheet for each overflow Hotel.
This Worksheet serves as a check list to be used to confirm that nothing is left out of (or put into) your contract when negotiating with the Hotel.

