


REQUEST FOR PROPOSALPRIVATE 

Venue:

Name:













Address:

_____










City, State, Zip:












Sales Dept. Contact:











E-mail: ___________












Telephone:





Fax:







Distance from Logan Airport:










Describe public transportation access (MBTA/MASSPORT Shuttle/Private Shuttle):



Expected Attendance:

Friday Evening
Saturday Morning
Saturday Afternoon
Saturday Evening
Sunday Morning


Main Event
200
250
300
315
150


Spectators

50
75
125
300


Staff

 30
 30
 30
 30


Scholastic







Quads







Special Event 1







Special Event2







MACA Meeting







Totals







Expected Room block (nights):


Participants







Staff







Totals
















In addition to the above you may expect a number of people to either come early or extend their stay to sightsee in Boston and throughout New England.  Many will schedule their vacations during this period to coincide with this event.  If you cannot guarantee a room block sufficient to satisfy the above requirement, please list nearby facilities you recommend.  Facility must be within walking distance or be able to provide shuttle service during specified hours.




Dates:
Preferred Dates in Order of Preference

Is Date Available?

August 8, 9, 10, 1997











Catering (estimated):

Saturday
breakfast
Catering for 75

"
lunch
Cash concession for 350 and catering for 100

"
dinner
Banquet for 350

Sunday
breakfast
Catering for 25

Comments on ability to provide catering services (in-house, sub-contract):




Facilities Requirements:
Estimates used to determine Space requirements.

Space allocation for Chairs and Isles

1. Chair Slide of 36" (3 feet)

2. Isle width of 36" (3 feet)  (allocated as 18" on both sides of table)

B. Space and player allocation for tables

1. 72" x 30" will seat 4 players

2. 72" x 36" will seat 4 players

3. 96" x 30" will seat 6 players

4. 96" x 36" will seat 6 players

C. Space per player using largest size table

1. Total depth is 9'

2. Total width is 8'

3. Total square footage per 6 players is 72 square feet

Total square footage per person is 12 square feet.

Space to accommodate the total number of players for various turnouts based on above estimates

100 players - 1200 square feet

150 players - 1800 square feet

200 players - 2400 square feet

250 players - 3000 square feet

300 players - 3600 square feet

350 players - 4200 square feet

400 players - 4800 square feet

Main Room

Size

Do you have a room to serve as our Main room that is of a size to accommodate the total number of players we estimate for this event.  Please use the Estimates provided earlier for space calculations.

Do you have a sufficient number of tables to accommodate the total number of players?

Will you supply the tables to accommodate the total number of players?

If you will supply the tables, what size are they?

What is the cost of the tables?

Will you supply the chairs?

We require Padded or fully padded chairs.  If you will supply the chairs what type are they?

What is the cost for chairs?

Dimensions











_______________________________________________________________________

4. Floor plan (shape, doors, etc.)







5. Ceiling height (max. & min. if ceiling fixtures hang down)




6. Cleaning

a) Prior to each session







b) Dust mops available (2) during sessions





D. Set-up



1.
Tables set up in rows with adequate clearance between tables to allow passage of people while others are seated.  Central Isle ways to allow multiple people to be able to pass each other and reach their seats.








2.
Bleacher style seating for 300 or more spectators (max capacity)





3.
Raised platforms with draped table and chairs for:




a.
MC with podium, bar stool & PA microphone







b.
Invigilators/scrutineers (draped table & seating for 2-4)






c.   Recorded music (2ea 8' draped tables & chairs)







d.
Video, (space for 6-8 video cameras on tripods located away from main platform)











4.   Competitor Scores.




a.
4'x 8' bulletin horizontal board on stand








b.
2ea 2'x 8' draped table and chairs with 115vac nearby






D.
PA system available



1.
Voice














a.  Power











2.
Music















a.  Power











E.
Lighting adequacy for video & type









F.
Ice water/multiple locations around room perimeter







G.
Judges seating area adjacent to raised platform (10 places)






H.
Hang DanceSport Council banner over judging stand






II.
Registration Area

A.
Adjacent to Main Playing Room entrance








B.
Three draped tables











C.
Six chairs












D.
Pipe and drape backdrop










E.
Hang MASSABDA welcome banner








III.
Judges' lounge

A.
Adjacent to ballroom










B.
Lounge seating for ten









IV.
Men's and Ladies' changing rooms adjacent to ballroom (capacity 15-20)

A.
Tables (2), Chairs (6)










B.
Ice water












C.
Full Length Mirrors (min 2ea)









D.
Clothes hanging racks (min 15')









E.
Security











V.
Competition organizers' office

A.
Security












B.
Size












C.
Furnishings (office desk/chair, 10 side chairs, 2x8 table)





VI.
Vendor display area

A.
Located between main entry and ballroom








B.
Square footage available










C.
Approximately ten 10x10 booths



1.
Pipe & drape with 8' backwall & 3' side rail










a.
Each booth to include: 2ea 8' draped tables & chairs, 7"x44" name sign, electricity



2.
Security










VII.
Meeting/Practice room

A.
Adjacent to the ballroom










B.
Saturday - practice area-20x30 portable floor








C.
Sunday - catered meeting for 25








VIII.  Bathrooms

A.
Adjacent to ballroom










B.
Size












C.
Capacity











IX.
HVAC adequacy










X.
In-house security (describe)









XI.
Parking

A.
Number of cars











B.
Saturday night additional spectators









C.
Cost












D.
Lighted/security










XII.
Marquee (outside)

A.
Available (y/n)











B.
Size












B.
Exclusive use (y/n)












C.
Lighted (y/n)










XIII.  Concierge service










XIV.   Shuttle service (hotel)

A.
To/from Logan airport (schedule, free?)








B.
To/from public transportation (schedule, free?)






XV.
Sleeping rooms

A.
Room rate



1.
Single













2.
Double












3.
Quad












4.
Suite











B.
Comp ratio












C.
Check in/out times











D.
Late checkout time











XVI.  Restaurants.

A.
In hotel, hours of operation










B.
Recommended nearby, hours of operation







PRIVATE 

Please enumerate your terms and conditions:

1
I.
Deposits required and when








II.
Cancellation terms










III.
Standard hours of operation

a.
Sales Dept












b.
Housekeeping











c.
Maintenance











d.
Food service










IV.
Other

















Xxx yyy (Event Coordinator )
H: 617-xxxx, Fax

RFP-2

RFP-1

