HOTEL REQUEST FOR PROPOSAL (RFP)
A free room-block sourcing template from engine.com

  HOW TO USE THIS TEMPLATE  (delete this box before you send)
Fill in every section below, then send this document to each hotel you want a bid from. Send to three to five properties so you can compare rate, concessions, and terms side by side. Give hotels a clear response deadline (two weeks is typical).
Prefer to skip the RFP entirely? Engine sources group room blocks for you and brings back competing hotel offers, so you negotiate without sending a single email.

A   ORGANIZATION & EVENT OVERVIEW
	Organization / company
	

	Contact name & title
	

	Email & phone
	

	Event or program name
	

	Purpose of stay (conference, training, crew, sports, wedding, etc.)
	

	Destination city / area
	

	Decision date (when the hotel will be selected)
	



B   KEY DATES
	Check-in date
	Check-out date
	Dates flexible? (Y/N)

	
	
	

	RFP response deadline
	Reservation cutoff date
	Contract signature target

	
	
	


Tip: Group room blocks are typically sourced about six months ahead of arrival. Send your RFP early enough that hotels can hold the space.

C   ROOM BLOCK REQUIREMENTS
List the rooms you need by night. Add or remove rows as needed. Note your peak night (the night with the most rooms).
	Date (arrival → departure)
	Room type
	# of rooms
	Notes (peak night, suites, etc.)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL ROOM NIGHTS
	
	



D   RATE REQUEST
	Requested group rate (per room, per night)
	

	Maximum acceptable rate / budget cap
	

	Rate should be: ☐ net  ☐ commissionable  ☐ inclusive of tax
	

	Complimentary room ratio requested (e.g., 1 free per 40 paid)
	

	Rate available pre/post event dates? (Y/N)
	



E   CONCESSIONS REQUESTED
Check the concessions you want the hotel to include in its bid.
	☐  Complimentary guest-room internet
	☐  Complimentary or discounted parking

	☐  Complimentary breakfast
	☐  Room upgrades for VIPs

	☐  Complimentary hospitality / meeting suite
	☐  Welcome amenity or reception

	☐  Waived or reduced resort fee
	☐  Loyalty points / rewards on the block

	☐  Reduced attrition (lower commitment %)
	☐  Early check-in / late checkout



F   MEETING & EVENT SPACE  (complete only if you need event space)
	Function / date
	Setup (banquet, theater, etc.)
	# attendees
	F&B / A/V needs

	
	
	
	

	
	
	
	



G   HOTEL REQUIREMENTS & AMENITIES
Check the requirements the hotel must meet to be considered.
	☐  Within ___ miles of (venue/airport): __________
	☐  Airport or venue shuttle

	☐  Free on-site parking
	☐  Free guest-room Wi-Fi

	☐  On-site dining / breakfast
	☐  Fitness center

	☐  ADA-accessible rooms & facilities
	☐  Pool

	☐  Refrigerator / microwave in room
	☐  Laundry / dry cleaning

	☐  Pet policy (if applicable)
	☐  Sustainability / green certification



H   TERMS & BILLING
	Acceptable attrition (% of block you must fill)
	

	Billing method (☐ individual pay  ☐ master account  ☐ direct bill)
	

	Deposit / payment schedule expected
	

	Cancellation / termination terms expected
	

	Commission or rebate requested (if any)
	



I   HOW TO RESPOND & HOW BIDS ARE EVALUATED
Submission instructions for the hotel:
	Send proposals to (name / email)
	

	Response format & deadline
	

	Questions / site-visit contact
	



Bids will be evaluated on:
1. Total cost (room rate plus fees, taxes, and parking)
1. Value of concessions offered (comp rooms, breakfast, Wi-Fi, parking)
1. Location and proximity to the venue or airport
1. Flexibility on attrition, cutoff date, and cancellation terms
1. Property quality, amenities, and guest reviews

J   HOTEL RESPONSE  (to be completed by the hotel)
	Hotel name & brand
	

	Quoted group rate (per night)
	

	Taxes & mandatory fees
	

	Concessions offered
	

	Attrition & cutoff offered
	

	Distance to venue / airport
	

	Proposal valid until
	

	Sales contact (name / email / phone)
	



	Skip the RFP. Let Engine source your room block.
Get group hotel rates without the back-and-forth. Start free at engine.com


Disclaimer
These templates are provided for general informational purposes only and do not constitute legal, financial, tax, HR, or compliance advice. Engine makes no representations or warranties of any kind, express or implied, regarding the accuracy, completeness, or suitability of these templates for any particular purpose or business. Use of these templates is at your own risk. Engine disclaims all liability for any damages, losses, or claims arising out of or related to your use of or reliance on these templates. You should consult qualified legal or professional counsel before implementing any template in your business.
