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Event Brief
	1.
	Name of your Company
	

	2.
	Your Company’s line of business
	

	4.
	Date of event
	

	5.
	Event format (presentation, conference for distributors, partners, image campaign etc.)
	

	6.
	Description of the product/service to be presented. Peculiarities and characteristics to be emphasized during the event.
	

	7.
	Number of participants
	

	8.
	Event target audience:

· level 

· average age
· occupation
· ladies and gentlemen proportion (it is desirable to specify the number of both)

· if there are VIP and the number of them 
Distinctive features of the event target audience:

· employees or partners 

· age: from and to
· ladies and gentlemen proportion 
· are there VIP?

	


	9.
	Event targets
	

	10
	Venue requirements:
· Country / city (town)
· Hotel, restaurant, banquet hall, club, outdoor venue etc.

· Accommodation: number of DBL and SNGL rooms. 

· Seating style – banquet, open buffet, cocktail etc.
· Location – downtown, proximity to a certain underground station etc.
· Client’s preferences 

	

	11.
	Event scheme
· Event beginning and end time
· Is there an official part planned (speeches of top-management, sponsors etc.), 

· Presentation part (test-drive, defile, product (service) presentation; entertainment part (a music band, a DJ etc.)?


	

	12.
	Program format (format: business, social, entertaining, nonconventional etc.)
	

	13.
	Decorative arrangement (special decorations production, already existing branding use etc.)


	

	14.
	Meals (banquet, open buffet, cocktail, aperitif, coffee break)
	

	15.
	Music bands and performers preferences
	

	16.
	Are the invitations for VIP to the event required? (preferences)
	

	17.
	Information of the previous events of your Company 
· What events had already taken place?
· Benefits and implications 
· venues
· concepts
· performers, hosts
	

	18.
	Estimated budget (form of payment)
	

	19.
	Targets for us
(part of the project work or the project as a whole)
	

	20.
	Proposal submission date and time 
	

	21.
	Form of proposal 

· language (Russian and/or English)

· Proposal format (PPT presentation, Word document etc.)


	

	22.
	Are there any other agencies participating at the proposal preparation stage (TENDER)? If there are, what agencies are participating?
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