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Destination Gold Coast – RFP template 



	Official Event Name
	

	Organisation
	

	Event Key Contact
	

	Event History /Previous destinations

	 

	Competing Destinations

	

	Event Objectives and Additional notes
(Specific venue requirements – e.g., natural light or free carparking / venues not interested in visiting – any restrictions or location preferences / is a site inspection required? / Have you been offered funding from any other destination?)

	

	Event Dates 

	Preferred Start Date
	
	Preferred End Date 
	

	Alternative Start Dates
	1.

2.

3.
	Alternative End Dates
	1.

2.

3.

	# Attendees expected
	

	Event Set Up Requirements 

	Conference Plenary 
	How do you have the room set up: 
For how many attendees: 
AV Required:

	Breakout Rooms
	How many required:

Room sets:
Can the conference plenary be included as a breakout:

	Catering
	Full Day Delegate Package: Y / N
Half Day Delegate Package: Y / N 

Other: 

	Exhibition 
	Type of trade booths (2m x 3m, 3m x 3m, Trestle Tables, Pop Up High Bars etc.)

Number of booths: 

	Additional Requirements 
Speakers Room, Secretariat, registration area etc.
	

	Conference Program  

	Conference Structure 
	How many days:
Days of the week preferred (Sunday – Tuesday etc.):

	Program timings
Daily start time, break times, finish time etc. 

	EXAMPLE 
Day 1 
8.00am Start
10.30am Morning Tea
12.30pm Lunch 

3.00pm Afternoon Tea 

4.30pm Conclude 

5.30pm – 7.00pm Welcome Reception

Day 2 

8.30am Start
10.30am Morning Tea
12.30pm Lunch 

3.00pm Conclude 



	Social Events

	Welcome Reception 

	Day / Date 
	

	Onsite OR Offsite 
(outdoors / poolside / non-hotel etc.)
	

	Style of Event 
(Cocktail / Banquet etc.)
	

	F & B Requirements 
(e.g., food stations or 3 course dinner and beverages on consumption or beverage package)
	

	Distance 
(walking distance / no further than 15mins by bus etc.)
	

	Gala Dinner  

	Day / Date 
	

	Onsite OR Offsite 
(outdoors / poolside / non-hotel etc.)
	

	Style of Event 
(Cocktail / Banquet etc.)
	

	F & B Requirements 
(e.g., food stations or 3 course dinner and beverages on consumption or beverage package)
	

	Distance 
(walking distance / no further than 15mins by bus etc.)
	


Copy and paste above format if event has more than two social events.
	Accommodation   

	Accommodation Budget / Expectation 
(4 Star / 5 Star etc.)
	

	Accommodation Requirements 
Please advise how many rooms required for a block (twin / single). 
Please advise if delegates book and pay for their own accommodation and roughly how many rooms? 
Finally, do you require a commissionable rate?
	


	Additional Supplier Information
Please tick if you wish to receive recommendations on any the below 

	Professional Conference Organisers
	

	Audio Visual 
	

	Styling and Theming 
	

	Entertainment Providers
	

	Exhibition Services 
	

	Team Building
	

	Transport and Transfers
	


	Additional Destination Information
Please tick if you wish to receive information on any the below 

	Precinct Information 
	

	Marketing Services
	

	Merchandise & Corporate Gifts
	

	Partner Programs
	

	Pre-& Post Touring
	

	Restaurants
	

	Shopping
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