
Event Planning Firm Discussion Points 
 
Assumptions: 

• Non-hotel space is cheaper than Hotel space. 
• Catering can provide lunch for $15 per person 
• We’re looking to get 3 different bids on this project.  Once we choose one, we will get 

them under sub-contract with Accenture 
• 4 – 10 rooms in each space (2 facilitators, logistics coordinator, Accenture, SFA staff) 
• Bids by today or tomorrow and decision made by the end of the week 

 
Questions: 

• Looking for bids 
o Possible to get projections for how much it would actually cost to implement? 

• Tentative dates are from May 15 to July 15 
o Nailing these dates down by the end of this month 
o When multiple sessions in a location, we can’t have them all back to back.  

Possible that when there are 4, the first 2 are back to back and the last two are 
peppered over the rest of the time. 

• If your firm is chosen, how long of a turn around time would you need to make this 
happen?  What would us doing site visits add to the time? 

• Possible that we might add local catering and/or equipment procurement 
 
Registration: 

• Do you handle these types of things? 
• Roles:  What would you handle?  What would we handle?  What would you do to 

coordinate with catering?  Who would sign the contracts?  Where are you while this 
happens? 

 
Roles Overall: 

• What is your firms role? 
• Would you manage everything, part, nothing? 
• Would you be responsible for securing?  Securing and setting up?  Secure, set-up and 

trouble shooting?   
• Would you be available the day of to handle problems? 

 


