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(Name of the Company)
(Address)
(Contact Number)
(Email Address)

CLIENT INFORMATION:

	Name:	
	(Name)
	Address:
	(Address)
	Contact Number:
	(Contact Number)
	Email Address:
	(Email)
	Quote for:
	(Name)
	Date of Event:
	(Date of Event)
	Time of the Event:
	(Time of the Event)
	Number of Days:
	(Number of Days)
	Location of Event:
	(location of Event)



SERVICES:

1. Site Rental
2. Vendor
3. Supplies
4. Equipment Rental
5. Licenses
6. Permits
7. Transportation and Parking
8. Service Fees
9. Audio Equipment
10. Publicity
11. Invitations
12. Mailing and Shipping
THE QUOTE IS AS FOLLOWS:

	Services
	Daily Cost
	No. of Days
	Total Cost
	Taxes
	Total Cost Net of Tax

	Site Rental
	$00.00
	00 days
	$00.00
	$00.00
	$00.00

	Vendor
	$00.00
	00 days
	$00.00
	$00.00
	$00.00

	Supplies
	$00.00
	00 days
	$00.00
	$00.00
	$00.00

	Equipment Rental
	$00.00
	00 days
	$00.00
	$00.00
	$00.00

	Licenses
	$00.00
	00 days
	$00.00
	$00.00
	$00.00

	Permits
	$00.00
	00 days
	$00.00
	$00.00
	$00.00

	Transportation & Parking
	$00.00
	00 days
	$00.00
	$00.00
	$00.00

	Service Fees
	$00.00
	00 days
	$00.00
	$00.00
	$00.00

	Audio Equipment
	$00.00
	00 days
	$00.00
	$00.00
	$00.00

	Publicity
	$00.00
	00 days
	$00.00
	$00.00
	$00.00

	Invitations
	$00.00
	00 days
	$00.00
	$00.00
	$00.00

	Mailing and Shipping
	$00.00
	00 days
	$00.00
	$00.00
	$00.00

	Signage
	$00.00
	00 days
	$00.00
	$00.00
	$00.00

	Registration Materials
	$00.00
	00 days
	$00.00
	$00.00
	$00.00




CONDITIONS:

1. A down payment shall be made one month before the event to give the Planners time and money to prepare for the event.
2. The planners and the client shall meet once every 3 days to discuss the status of each task and the overall progress of the event.

(Client Name and  Signature)	
(Date of Signing)
[bookmark: _GoBack] (Planner Name and  Signature)					
(Date and Signature)
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