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PLANNING CHECKLIST FOR NEW CONSTRUCTION OR RENOVATION 
 
 
Step 1 To begin planning for your new hotel project, PRINT this planning tool and use it to 

develop your FF&E requirements. 
Step 2 Fax completed checklist along with your preliminary guest room layout and floor 

plan to your personal representative at Purchasing Partners, Inc. 
Fax: (770) 804-1771 

Step 3 Your PPI representative will contact you to discuss your preliminary FF&E budget. 
 

At PPI, we take your business personally. 
 

 

 

 

Date: ___________________ Anticipated Opening Date: _______________________  

Hotel Name: _______________________________________________________________  

Property Address: ___________________________________________________________  

__________________________________________________________________________  

"Ship To" Address: (if different from property address)______________________________  

__________________________________________________________________________  

Owner Name: ______________________________________________________________  

q Corporation     q Partnership     q Individual 

Owner Address: ____________________________________________________________  

__________________________________________________________________________  

Telephone: ________________________________________________________________  

Fax: ______________________________________________________________________  

E-mail: ___________________________________________________________________  

 

Financing Source  

Bank / Leasing Company: _____________________________________________________  

Contact Name:_____________________________  Phone: _________________________  

Fax: _____________________________________   Email: _________________________  

 



Guest Rooms: Number Furniture pieces for each configuration 

Double/Double __________  _____________________________________________  

Single/Double __________  _____________________________________________  

Queen/Queen __________  _____________________________________________  

Single/Queen __________  _____________________________________________  

King __________  _____________________________________________  

King Suite __________  _____________________________________________  

 

Handicapped Accessible Rooms: 

Double/Double __________  _____________________________________________  

Queen/Queen __________  _____________________________________________  

King __________  _____________________________________________  

 

Guest room wall covering: q vinyl q knock down 

Guest room wall vinyl (54" wide x 30 yd. bolts) Lineal yards: _________________  

Guest room border?  q Yes     q No 

Guest room border (5 yard spools) Spool quantity: _______________  

Bathroom: q wall covering q paint 

Bathroom wall covering (27" wide x 5 yd. roll) Roll Quantity: _______________  

Bedspreads: q Throw Style q Fitted 

 Fill: q 8oz. q 10oz. 

Guest room window size Height ___________ Width ___________ 

Guest room carpet (12" width) Square Yards: __________  

Televisions: Quantity __________  Specifications _______________________  

Air Conditioners: Quantity __________  Specifications _______________________  

Other guest room 

amenities: Quantity __________  Specifications _______________________  

 

 



 

Public Space: 

 

CORRIDOR:  q Interior q Exterior 

Corridor wall covering (54" wide x 30 yd. bolts) Lineal yards: _______________________  

Corridor carpet (12' width) Square yards: ______________________  

 

LOBBY: 

Lobby carpet (12' width) Square yards: ______________________  

 

EXERCISE ROOM EQUIPMENT: 

 Treadmill ___________  Bicycle ___________  Other __________  

 

MEETING ROOMS: 

Number of rooms: __________  Number of tables and sizes: ______________________  

Number of chairs: __________  AV board: ___________  

Meeting room carpet (12' width) Square yards: ______________________  

Meeting room wall covering:  q vinyl q knock down 

Meeting room wall covering (54" wide x 30 yd. bolts) Lineal yards: _________________  

 

POOL?  q Interior q Exterior 

Pool Furniture count: Chairs:_________  Tables: __________  Umbrellas: __________  

 Chaise Lounges:_________  Other: __________  

 

OTHER THINGS FOR YOU TO CONSIDER: 

 

As the hotel owner, you must verify all quantities for carpet, fabric, and wall vinyl. These 
items are subject to the hotel industry standard of up to 5% to 10% overage from the 
manufacturer. 
 
New construction and major renovations are subject to an industry standard three to four (3 
to 4) month lead time. 
 
If delivery dates change from the original dates provided, owner bears the responsibility to 
obtain adequate and secure storage at owner's expense.  
 
Advance deposits are required prior to placement of orders by PPI. 
 
PPI invoices owner for goods, services, transportation costs, and applicable sales tax as 
these items are shipped from manufacturer. Invoices are due and payable within 30 days of 
invoice date. Service charges on all past due invoices are added at the rate of 1.5% per 
month. 
 


