
         
Meeting room service-Quote

Hotel name and address

…………………………………

………………………………....



Office location: Country Office
Duration of contract: 1 Year duration
	MEETING DETAILS:

	Services Options
	Unit
	Quantity
	Unit price
	Remark

	I. FULL DAY PACKAGES (8 HOURS)
	

	
	

	FULL DAY Meeting Package (A)
- 2 Coffee Break with Snacks Items 
- Coffee by Machine + Standard hot Tea is inclusive 
- 1 Meal, Buffet or Set Menus, for Lunch or Dinner is inclusive
- Full package of meeting materials (LCD projector, Sound system with Microphone, Pen, A4 paper, Flipchart, Water…) 
- Available for between less than 20 participants
	


Person
	


200
	
	

	FULL DAY Meeting Package (B)
- 2 Coffee Break with Snacks Items 
- Coffee by Machine + Standard hot Tea is inclusive 
- 1 Meal, Buffet or Set Menus, for Lunch or Dinner is inclusive
- Full package of meeting materials (LCD projector, Sound system with Microphone, Pen, A4 paper, Flipchart, Water…) 
- Available for 21-40 participants
	


Person
	


200
	
	

	FULL DAY Meeting Package (C)
- 2 Coffee Break with Snacks Items 
- Coffee by Machine + Standard hot Tea is inclusive 
- 1 Meal, Buffet or Set Menus, for Lunch or Dinner is inclusive
- Full package of meeting materials (LCD projector, Sound system with Microphone, Pen, A4 paper, Flipchart, Water…) 
- Available for more than 41 participants
	


Person
	


200
	
	

	II. HALF DAY MEETING PACKAGE (4HOURS)
	

	Half DAY Meeting Package (A)
- 1 Coffee Break with 4 Snacks Items 
Free-flow Coffee by Machine + Standard hot
Tea is inclusive 
- 1 Meal, Buffet or Set Menus, for Lunch or Dinner is inclusive
- Full package of meeting materials (LCD projector, Sound system with Microphone, Pen, A4 paper, Flipchart, Water…)
- Available for between Less than 20 participants
	


Person
	


200
	
	

	Half DAY Meeting Package (A)
- 1 Coffee Break with 4 Snacks Items 
Free-flow Coffee by Machine + Standard hot
Tea is inclusive 
- 1 Meal, Buffet or Set Menus, for Lunch or Dinner is inclusive
- Full package of meeting materials (LCD projector, Sound system with Microphone, Pen, A4 paper, Flipchart, Water…)
- Available for between 21-60 participants
	


Person
	


200
	
	

	Half DAY Meeting Package (B)
- 1 Coffee Break with 4 Snacks Items 
Free-flow Coffee by Machine + Standard hot
Tea is inclusive 
- No lunch or Dinner
- Full package of meeting materials (LCD projector, Sound system with Microphone, Pen, A4 paper, Flipchart, Water…)
- Available Less than 20 participants
	

Person
	

200
	
	

	Half DAY Meeting Package (B)
- 1 Coffee Break with 4 Snacks Items 
Free-flow Coffee by Machine + Standard hot
Tea is inclusive 
- No lunch or Dinner
- Full package of meeting materials (LCD projector, Sound system with Microphone, Pen, A4 paper, Flipchart, Water…)
- Available between 21-60 participants
	



Person
	



200
	
	

	
	

	III. Additional Service Items for Meeting Facilities  
	Unit
	 Quantity
	Unit price
	

	[bookmark: _Hlk155174951]Video conference System
	day
	10
	
	

	[bookmark: _Hlk155174930]LED screen
	day
	10
	
	

	Translate booth 
	day
	10
	
	

	Headset 
	set
	200
	
	



Meeting Facilities: The meeting room should be enough space for activities during workshop/training/meeting.





Hotel owner/supervisor	(with stamp)					Prepared by:
                         


          ……………….	 					          ………………..
	
Name: ………………							Name: ………………
	
Date:  ……………….							Date: ……………….
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