
Vendors planning to send this RFP to: 
● Zerista 
● Map Your Show 
● Pathable 
● Alliance Tech (does SAS’s conference management) 
● Avectra Partners 

○ Expo Logic 
○ Peach New Media 

● Sched.org 
● Brede 
● CrowdCompass (PSAV) 
● Guidebook 
● Double Dutch 
● Active Network 
● Tangerine Mobile 
 

 
Statement of Confidentiality 
All information contained within this package, as well as information acquired by RFP 
participants during the course of preparing a response to this proposal, is confidential and 
proprietary to the [Your Company Name Here], hereto referred to as [YOUR COMPANY 
NAME HERE]. This information is provided for the express purpose of preparing cost estimates 
and a proposal. The information contained within may not be used for any other purposes 
without the written permission of [YOUR COMPANY NAME HERE]. This information may only 
be shared with individuals aiding in the formulation of your response. 
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Section 1.0 Project Scope & Company Information 
  
1.1 [YOUR COMPANY NAME HERE]’s Mission Statement: 

Mission: 

[YOUR COMPANY NAME HERE] is the leading source for community, education and 
entrepreneurial business knowledge needed to be successful in the speaking profession. 

Vision: 

Every expert who uses the spoken word to present content to an audience for a fee belongs to 
[YOUR COMPANY NAME HERE]. 

Our Members: 

[YOUR COMPANY NAME HERE]'s thousands of members include experts in a variety of 
industries and disciplines, who reach audiences as speakers, trainers, educators, humorists, 
motivators, consultants, authors and more. [YOUR COMPANY NAME HERE] is a member of 
the Global Speakers Federation (GSF), a global network dedicated to advancing the speaking 
profession worldwide. 

1.2 Association/Company Overview 

Our Chapters: 

[YOUR COMPANY NAME HERE] has independently run state and regional Chapters 

throughout the United States in most major markets.  

• Who are you (Include your mission and values) 
• Who are your members (include some idea about your typical participant profile) 
• Where are your events? 
 
The [YOUR COMPANY NAME HERE] CONVENTION AND EVENTS currently includes four to 
five national events a year, ranging in size from 60 to 1,700+. We also  
 
[YOUR COMPANY NAME HERE] delivers more than 100 interactive webinars per year, 
benefiting over 2,000 organizational members with content from over 100 industry experts on 
curriculum that trains participants on technology tools, concepts, and strategies to maximize 
organizational impact. [YOUR COMPANY NAME HERE] also hosts Technology Leadership 
Academy (TLA) cohorts, which pair webinars and off-line learning to organizations, with 125 
organizations participating and learning. 
  



[YOUR COMPANY NAME HERE] also publishes periodic reports on nonprofit technology topics 
including online communications benchmarks, social networking staffing and budgeting 
benchmarks, cloud technology adoption, and data benchmarks, technology management 
practices, with an average of 2,000 downloads per report. [YOUR COMPANY NAME HERE] 
additionally produces qualitative studies and articles regarding nonprofit technology practices 
and strategies in the form of case studies published on the [YOUR COMPANY NAME HERE] 
website which receives an average of 40,000 unique visitors a month, and four issues of a 
quarterly journal with a subscription base of 10,000 nonprofit leaders. 
  
In September 2014, [YOUR COMPANY NAME HERE] will launch a Fall Conference for 
nonprofit marketing and communications leaders.  Several other live events are also in 
formulation and in the 24-36 month pipeline.  We look forward to building a strong relationship 
with a vendor who is interested in working with our growing organization to partner with us and 
provide conference platform vendor services to both established, emerging, and growth-track 
exhibits events. 
  
  
1.3 RFP Objective and Project Overview 
[YOUR COMPANY NAME HERE] is currently sourcing a vendor to provide our conference 
community platform, referred to as my[YOUR COMPANY NAME HERE] CONVENTION AND 
EVENTS. This platform will provide customer facing agenda planning and management, exhibit 
hall experience planning and management, and connect attendees together before, during, and 
after conference. The online community offers a place for attendees to connect with each other, 
to gather conference resources and supports the efforts of our sponsors and exhibitors. 
 
We are interested in comparing price point differences between a one-year, two-year and a 
three-year contract option. This spec should include, but not be limited to: 
 

● attendee networking experience management 
● session planning and management for both the attendee and [YOUR COMPANY NAME 

HERE] 
● exhibit floor experience planning and management for both the attendee and [YOUR 

COMPANY NAME HERE] 
● booth sales management and assignment 
● data collection and reporting on user behavior and interactions 
● online floor plan and exhibitor/sponsor director 
● attendee profile and directory development 
● collateral/resource library for uploads/downloads by speakers, attendees, 

exhibitors/sponsors, and [YOUR COMPANY NAME HERE] 
● mobile options that translate all that is available on the desktop experience to multiple 

mobile device smoothly and timely 
● event audit and evaluation that shows statistics from pre-show promotion to post-show 

follow-up 
● online advertising 



● way-finding onsite kiosks 
● maps of the event space and surround locations 
● evaluations 
● speaker directory 
● social media stream 

 
From the technical side, we wish it to include: 
 

● integration options in working with netForum, an enterprise Avectra database 
● single sign on, and single profile or profile syncing (so that we avoid the situation where 

we’re asking our attendees to manage two separate [YOUR COMPANY NAME HERE] 
profiles) 

● integration with Cvent (our event management software), or a solution that allows 
[YOUR COMPANY NAME HERE] to manage in real time via upload all session and 
speaker data 

● The solution must be easy to search and navigate on any device 
● preferred to have the ability for attendees to create and export their own agendas 
● be able to quickly answer the question: what’s going on right now (or at time X).   

  
[YOUR COMPANY NAME HERE]’s signature event, the [YOUR COMPANY NAME HERE] 
CONVENTION AND EVENTS will be hosted at the Washington Marriott Wardman Park in 
Washington D.C., March 13-16, 2014.           
  
One of the most important factors in the decision we make regarding selecting a vendor over 
the next two to three years will consider: 
  
·   We envision that our[YOUR COMPANY NAME HERE] CONVENTION AND EVENTS 
vendor will need to have appropriate staffing and experience to ensure a smooth pre-production, 
on-site process, and post-show evaluation with [YOUR COMPANY NAME HERE] 
CONVENTION AND EVENTS staff, speakers, and other related stakeholders. 
·   Our selected my[YOUR COMPANY NAME HERE] CONVENTION AND EVENTS vendor 
will also need to project and promote a friendly, positive customer service experience to both 
[YOUR COMPANY NAME HERE] and our [YOUR COMPANY NAME HERE] CONVENTION 
AND EVENTS attendees, exhibitors, and sponsors. 
·   Nearly 60% of [YOUR COMPANY NAME HERE] CONVENTION AND EVENTS 
attendees will be new to using a conference experience planner such as my[YOUR COMPANY 
NAME HERE] CONVENTION AND EVENTS. We will need to work in unison with our vendor to 
massage this process and provide as much education and orientation needed for our 
community members. 
·   Also of note, many of the [YOUR COMPANY NAME HERE] CONVENTION AND 
EVENTS exhibitor audience are also highly engaged [YOUR COMPANY NAME HERE] 
community members who expect and deserve the best possible customer service from all facets 
and interactions. 



·   [YOUR COMPANY NAME HERE] attendees, exhibitors, and sponsors are community 
members and are treated as family.  Therefore, the awarding of this multi-year contract will be 
based in large part on the recommendations of your clients who fit a similar profile to our 
organization.  This also dovetails with your experience in, and comfort with, these types of 
transitioning association events, and your ability to maintain very high standards of customer 
service and interaction with our attendees. 
·   The thoroughness of your response (not limited to only items requested) to the RFP 
specifications will also be weighed in the decision. 
  
  
1.4 [YOUR COMPANY NAME HERE] Corporate Identity 
[YOUR COMPANY NAME HERE]’s Style Guide 
[YOUR COMPANY NAME HERE]’s style guide is available here. We recommend using it as a 
basis when developing your presentations and demo sites. 
  
Section 2.0 Proposal Timeline and Instructions 
The vendor selection process will be accomplished according to the following timeline: 
  
Issue Date of RFP: June 21, 2013 
  
I[YOUR COMPANY NAME HERE]t to Respond Deadline: July 15, 2013 
All Vendors must indicate i[YOUR COMPANY NAME HERE]t to respond by July 15, 2013. 
Please send the completed I[YOUR COMPANY NAME HERE]t to Respond letter via email to 
Lindsay Martin-Bilbrey, Program Director via email to Lindsay@[YOUR COMPANY NAME 
HERE].org.  Lindsay’s direct phone line is 415-578-7611 and mobile 405-269-0921. 
  
Non-Disclosure Agreement:  July 15, 2013 
The Mutual Non-Disclosure Agreement must be signed and returned in addition to the I[YOUR 
COMPANY NAME HERE]t to Respond document by July 15, 2013 .  Please include the signed 
NDA in your email to: Lindsay@[YOUR COMPANY NAME HERE].org and please cc: 
Jill@[YOUR COMPANY NAME HERE].org. 
  
Technical Questions:  July 15, 2013 
All questions must be submitted via email not later than July 15, 2013, to IT Person, Systems 
Manager, email to email@[YOUR COMPANY NAME HERE].org.  Please cc: Lindsay Martin-
Bilbrey (lindsay@[YOUR COMPANY NAME HERE].org) and IT Person (email@[YOUR 
COMPANY NAME HERE].org) 
  
Question Reponses: July 19, 2013 
[YOUR COMPANY NAME HERE] will respond to all questions by July 19, 2013. Please note 
that questions submitted by Vendors will be compiled into a single response, which will be 
transmitted to all Vendors. This ensures complete transparency and fairness for all parties 
involved. 
  



Proposal Due Date: July 26, 2013 
Proposals, subject to the terms and conditions stated herein, will be accepted until, BUT NO 
LATER THAN, 5:00pm Pacific Time on July 26, 2013.   Please note that late submissions 
will be disqualified from the selection process. 
  
In addition to the emailed proposal, we ask that you submit one hardcopy by mail post-
marked no later than July 26, 2013.  The mailing address is as follows: 
  
Lindsay Martin-Bilbrey 
[YOUR COMPANY NAME HERE] 
Address 
City, state, zip 
  
Preliminary Cut Date and Review of Finalists:  August 14, 2013 
[YOUR COMPANY NAME HERE] will make a preliminary cut date and begin final review of 
remaining vendors by August 9, 2013  
  
Final Decision Date:  August 21, 2013 
[YOUR COMPANY NAME HERE] will make a final decision on vendor selection by August 21, 
2013  
  
  
 
 
 
 
 
Section 3.0 Proposal Format 
  
As previously stated, any and all documentation submitted in response to this trade show 
display RFP will become the property of [YOUR COMPANY NAME HERE] at the time 
submission. 
  
3.1 Submission Instructions 
Any communication for this RPF must be submitted electronically via email to the contact and 
email indicated below. Any email attachments should not exceed 10 megabytes per email.   
Please send all email communication to Lindsay Martin-Bilbrey  Lindsay@[YOUR COMPANY 
NAME HERE].org and please cc: to IT Person at Email@[YOUR COMPANY NAME HERE].org. 
  
3.2 Submission Format 
Please submit your pdf file to Lindsay Martin-Lindsay@[YOUR COMPANY NAME HERE].org 
and cc: to ITperson@[YOUR COMPANY NAME HERE].org and include the following 
information: 

● Company Name 



● Headquarters Mailing Address 
● City, State, and Zip 
● Website 
● Primary Contact Name 
● Job Title 
● Email Address 
● Phone Number/Mobile Number 
● Mailing Address if Different from Company Headquarters Address 

  
Please provide a list of at least three events of similar size and scope on which your services 
were used as an event my[YOUR COMPANY NAME HERE] CONVENTION AND EVENTS 
vendor.  For each, please include: 
  

● Show Manager’s Name 
● Title 
● Company 
● Address, City, State, Zip 
● Website 
● Email Address 
● Office and or Mobile Number 
● Indicate whether you have worked with them in the last three years 
● Name of event, date, facility 

  
Please indicate if your staff would be able to meet these outlined event’s specific staffing needs 
or if you would need to hire contractors.  
  
Please provide a list of staff, titles, years of experience, and the role each team member would 
play on site at the above specified [YOUR COMPANY NAME HERE] events. 
  
3.3 Submission Requirements 
·   Please develop a sample project timeline from receiving SOW to deployment for your 
system of how your company would proceed in setting up an agenda/attendee/exhibitor 
experience platform if you were selected as [YOUR COMPANY NAME HERE]’s vendor, using a 
signed contract date of August 30 and deployment date of November 1, 2013 (with December 1, 
2013 as an alternative date). 
·   Please tell us about how the overall networking, conference, and exhibit show 
experience is managed through your platform. If possible, develop a demo site that allows us to 
view what our conference experience might entail. We’ve attached our [YOUR COMPANY 
NAME HERE] CONVENTION AND EVENTS show profiles to help you understand our audience 
profile. 
·   Please tell us about how your platform manages sessions and agenda, with details 
around how the uploading/importing process for full session/agenda information happens, the 
ongoing mai[YOUR COMPANY NAME HERE]ance pre-show to on-site show of session/agenda 
management, the onsite session/agenda management, and post-show evaluation process of 



understanding how the session/agenda system was used by the end users as well as any data 
tracking around the [YOUR COMPANY NAME HERE] user. 
·   Please tell us about how your platform manages the exhibit hall, with details around how 
the uploading/importing process for the exhibit hall information happens, the ongoing mai[YOUR 
COMPANY NAME HERE]ance pre-show to on-site show of exhibit hall management, the onsite 
exhibit hall management, and post-show evaluation process of understanding how the exhibit 
hall system was used by the end users as well as any data tracking around the [YOUR 
COMPANY NAME HERE] user. 
·   Please tell us about how your platform manages booth sales and assignments 
·   Please tell us about how attendees, exhibitors, and sponsors can build and manage their 
own personal profiles, if that is a solution supported by your system 
·   Please tell us about your mobile options: what kind of devices are supported, what are 
the pre-show, on-site, and post-show system and ongoing project management needs you 
would need from [YOUR COMPANY NAME HERE] and that your team would help provide a 
solution for. 
·   Please detail your event audit and evaluation of pre-show, on-site, and post-show 
·   Please tell us your options and solutions around a collateral/resource library that could 
be or is developed for uploads/downloads by speakers, sponsors, exhibitors, and [YOUR 
COMPANY NAME HERE] staff. 
·   Please detail your online advertising options through your platform 
·   Please tell us about your wayfinding system and supports, if applicable 
·   Please tell us about your integration and single sign on experiences, regarding netForum 
or other systems 
·   Please detail your full suite and a la carte pricing options 
·   Please detail your customer service and staff support pre-show, on-site, and post-show. 
·   Vendor requirements:  please list all requirements your company has regarding 
equipment storage, communication, payment terms, etc. 
 
For each feature, please indicate yes or no (Y/N) if your system: 

● Meets specification 
● Partially meets specification 
● Does not meet specification 
● Specification is planned for future product iterations 
● Specification is included in standard solution 
● Specification is available at additional cost 

 
 
 
Communications   
Real-time event feed  
Real-time personalized event feed ("my feed")  
Event-wide chat feed  
Aggregate twitter hashtag to event-wide chat feed  
Post out to twitter  



Event Forums/Conversations  
Check In at activities and locations  
   
Attendee Networking Features   
Attendee-to-attendee networking  
Rich attendee profiles with social media integration  
Attendee Directory  
Attendee Search  
Attendee-to-attendee messaging  
Attendee-to-attendee contact lists  
Attendee-to-attendee meeting scheduler 
Attendee sorting capabilities (by name, location/city, organization, tags)  
Social media integration 
Ability for attendees to add interest tags to profile  
Personal profile customization 
Custom filters  
   
Agenda Features   
Agenda search  
Agenda browse by time, popularity, name, tag  
Personal schedule builder  
Agenda grid view  
Filter sessions by keywords, tags  
Session specific chat room  
Attendee-to-speaker networking  
Speaker search  
Speaker browse  
Embed agenda on public website  
Embed agenda search and browse on public website  
Enable web visitors to create personalized agenda from website  
Embed speaker profiles on public website  
Embed speaker search and browse on public website  
   
Hybrid Conference Option   
Embed video player for live streaming  
Embed video player for archived streaming  
Exhibitor Virtual Booth  
   
Exhibitor/Sponsor Networking Features   
Attendee-to-exhibitor/sponsor networking  
Exhibitor/sponsor-to-attendee networking  
Exhibitor Directory  
Exhibitor Search  
Exhibitor Virtual Booth  



Rich Exhibitor Profiles with social media integration  
Event-specific Exhibitor Tags/Keywords  
Exhibitor Social Media Links  
Exhibitor Contact Display  
Exhibitor Document Upload  
Exhibitor Embedded Video Displays  
Exhibitor Embedded Photostream Display  
Exhibitor Embedded Presentation Display  
Exhibitor Twitter Integration and Display  
Exhibitor Blog Integration and Display  
Exhibitor News/RSS Feed Display  
Embed exhibitor directory on public website  
Embed exhibitor search and browse on public website  
Enable web visitors to create personalized exhibitor list  
   
Advertising and Sponsorships   
Third Party ads running on site   
Site sponsorship/advertising that can be sold  
Ability to upsell Exhibitor Virtual Booth 
   
Administrator Toolkit   
Ability to set up new site   
Add twitter hashtag for integration  
Add site-wide keyword filters  
Select from predefined themes and color options  
Select privacy options  
Set default notification options for system-generated notifications  
Add events from web-based form 
New member invites  
Broadcast messages to all attendees  
Broadcast message to attendees with a specific tag  
   
Data Integration   
Add attendees from csv file (customer self serve)  
Add agenda from csv file (customer self serve)  
Add exhibitors from csv file (customer self serve)  
Add exhibitor contacts from csv file  
Add sponsors from csv file  
Attendee data load via API  
Exhibitor data load via API  
Agenda data load via API  
Attendee data load via automated XML feed  
Exhibitor data load via automated XML feed  
Agenda data load via automated XML feed  



Exhibit hall floorplan vector updates  
Single sign on option 
Attendee profile data preload  
   
Mapping   
Local Guide Map  
Local Guide Map - Mobile  
Venue Map  
Venue Map - Mobile  
Exhibit Hall Map 
Exhibit Hall Map - Mobile  
 
Wayfinding  
Local Guide Map  
Local Guide Map - Mobile  
Venue Map  
Venue Map - Mobile  
Exhibit Hall Map 
Exhibit Hall Map - Mobile  
   
3.2 Submission Contact 
  
Primary: 
Lindsay Martin-Bilbrey 
Program Director 
[YOUR COMPANY NAME HERE] 
Address, City, State, Zip 
Phone Number 
Mobile:  Phone Number 
Lindsay@[YOUR COMPANY NAME HERE].org 
  
Secondary: 
Person who knows how to make technology decisions 
 [YOUR COMPANY NAME HERE] 
Address, City, State, Zip 
Direct:  Phone 
Mobile:  Phone 
Email 
 
  
3.3 Submission & Communication Details 
During this RFP process, Vendors are asked to limit contact, whether verbal or written, to the 
primary contact with a carbon copy of all communication to the secondary contact. This is 
critical to ensure timely and adequate consideration of your proposal. Failure to comply with this 



request could jeopardize the timeline or in extreme cases could disqualify a Vendor from the 
bidding process. 
  
Upon submission of proposals, [YOUR COMPANY NAME HERE] may request formal 
presentations and/or demos. This is not a required step and will be considered in an as needed 
basis. 
  
[YOUR COMPANY NAME HERE] reserves the right to: 

● Reject any and all proposals at any time 
● Reject any proposals that arrive after the July 26, 2013 deadline 
● Request additional information or clarifications 
● Reject or accept any proposal specifics 
● Negotiate with any and all Vendors 
● Adjust the requirements of this RPF at any time. In the event that adjustments are 

necessary to the RFP, all Vendors will be notified in writing 
  

Submitted proposals do not constitute a contract in any form and do not bind [YOUR 
COMPANY NAME HERE] in any way to a Vendor. Submitted proposals are not a guarantee of 
work or revenue. Upon completion of the trade show my[YOUR COMPANY NAME HERE] 
CONVENTION AND EVENTS vendor RFP process, a formal written agreement will be initiated 
to the selected vendor, and a contractual agreement will be in place upon receipt of the 
countersigned documents by both parties. 
  
 
4.0 Vendor Information 
  

4.1   Vendor Details 
1.    Company Name 
2.    Address 
3.    Primary Contact Information 
4.    Date of Creation 
5.    Number of Employees 
6.    Company Description and Background 
7.    Services Offered (indicate any outsourcing or outside vendors) 
8.    Facility & Office Locations 
9.    Customer Demographics 
a.    Sample customer list 
b.    Industries, geographies, and size 
10. Company Structure 
11. Three Similar Client References 
a.    Contact information 
b.    Visual samples of work 
  
4.2 General Questions 



1.    What makes your company unique? 
2.    Describe why you feel your company philosophy would mesh with [YOUR COMPANY 
NAME HERE]’s mission statement. 
3.    Can [YOUR COMPANY NAME HERE] staff visit your facility? If so, indicate which location. 
4. How long has your company been in business? 
5.    Please provide revenue details, what percentage of your business: 

a.    Is repeat business? 
b.    Is derived from the service of conference/show agenda management? 

6.    What range of program sizes (please show frequency/ budget) has your company handled? 
  
4.3 Representative Work 
Please provide examples of recent work for the following categories: 
·   Association Annual Events 
  
  
 
Section 5.0 Program Specifics 2014-2015 
  
5.1 Trade Show Schedule 2014-2015: 
  
Show Name: 14[YOUR COMPANY NAME HERE] CONVENTION AND EVENTS, 
Washington D.C. 
Location: Washington Marriott Wardman Park 
Show Date: March 13-16, 2014 
  
Show Name: Fall Conference 2014 
Location: Hilton San Francisco Union Square 
Show Date: September 5-7, 2014  
  
Show Name:  15[YOUR COMPANY NAME HERE] CONVENTION AND EVENTS, Austin, TX 
Location: Austin Convention Center, Austin, TX 
Show Date: March 3-6, 2015 
  
Show Name:  Fall Conference 2015 
Location: Washington Hilton, Washington D.C. 
Show Date: September 14-16, 2015  
  
  
6.0 Costs 
Our budget range is $2,500-$5,000 (or your best estimate)  
 
Estimated costs should be provided for each concept, and be inclusive of: 
  



·   Basic suite of system services for attendee, exhibitor, and sponsor conference 
experience management 
·   Detail of any standard additional options on an a la carte basis not detailed above 
 


