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                                                              You Deserve the Best


                                                        CLIENT’S REQUEST FORM








Family Name:_________________________ First Name:_____________________________





Phone:______________________        Email:_____________________________________





Organization:_________________________ Nature:            Private          Company         Public





Address:______________________________________________________________________





What kind of event do you plan?          _____________________________________________


                                                               _____________________________________________


What is to be achieved by this event?):_____________________________________________ 


                                                               _____________________________________________





When do you want to hold the event?    ____________________________________________





Who are expected to attend (target audience)? ________________________________________


                                                                   ____________________________________________





What is the estimated budget for event (US$/UGX):___________________________________





Who is the Contact Person (if different from above)?             Same             Different (details below)





Family Name:_________________________ First Name:_____________________________





Phone:______________________        Email:_____________________________________














Date:__________________________	   Signature:________________________
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You Deserve the Best








                                                          VENDORS’ REQUEST FORM








Family Name:_________________________ First Name:_____________________________





Phone:______________________        Email:_____________________________________





Organization:_________________________ Nature:            Private          Company         Public





Address:______________________________________________________________________





Which of the following services/products do you provide?   Can tick more than one.       
































                                                               


How do you price and deliver your services/products?  e.g. carton, crates, complete set, etc.


__________________________ 


                                                               


What is the Unit price? (US$/UGX) ______________________________________________





What is the lead time required for you to provide your services/products?    


                    Immediate                 1-3 days                    One week                      More than 1 week





What form of payment do you prefer after delivery of services/products?                                                                    


                    Cash on delivery


                    One week after delivery        


                    Discuss with Client





Who is the Contact Person (if different from above)?             Same             Different (details below)





Family Name:_________________________ First Name:_____________________________





Phone:______________________        Email:_____________________________________














Date:__________________________	   Signature:________________________





Accommodation


Conference Rooms and Facilities


Audiovisual equipment


Decorations and Florists


Outside Catering services


Laundry Services


Musicians and Promoting


Speakers


Photographers (Still/Video)








Printing Services


Security (home/office/personnel)


Sign Shops


Sound Systems


Speakers


Tent Rentals


Transportation and Travel Agents


Others (specify)

































































