Request for proposal

Isssued: April 2, 2010

REQUEST FOR PROPOSAL
TRADE SHOW PROGRAM

(Confidential)

Introduction and Intent
This Request for Proposal (RFP) provides an overview of the project, as well as the baseline requirements necessary to perform the activities described herein.  This document also includes a standard response format and an explanation of how each firm and their respective proposal will be evaluated.

___________________ (hereinafter referred to as “Exhibitor”) requests that all vendors (hereinafter referred to as “Supplier”) acknowledge the receipt of this RFP package and advise Exhibitor of their intent to bid or not to bid.  Suppliers choosing not to respond to this RFP are required to communicate their decision by returning the RFP package, with a letter of explanation, to the Exhibitor within five (5) business days of the receipt of this package.

This RFP and all related confidential information is considered proprietary to the Exhibitor, and is submitted only for the purpose of soliciting a response from potential Suppliers.

The Exhibitor assumes no contractual obligation by issuance of this RFP.  This RFP does not obligate or impose a duty on the Exhibitor to reimburse any Supplier or any of its subsidiaries or agents for any costs incurred in the submission of a proposal or in making necessary studies or designs for the preparations thereof, nor does it commit the Exhibitor to procure or contract for the services or material provided therein.

Prospective Supplier response to this RFP should be prepared simply and economically, providing a straightforward, concise description of Supplier’s capabilities to satisfy the requirements of this request.  Emphasis should be placed on completeness and clarity of content.

News releases or announcements regarding this RFP, or possible resulting contract, are not permitted and may not be announced by a Supplier without the express written consent of the Exhibitor.

Supplier may not use the Exhibitor’s name, or any of its trademarks in any advertisement or press release without the prior written consent of the Exhibitor.

Exhibitor Background – General
Founded: When was your company started? 
Revenues:  What is the size of your business in terms of annual revenues? 
Employees: Number of employees
Offices: Office Location(s) – City, ST
Company Description:  Describe each of the markets your company is involved in.  Who are your customers, re-sellers, and competition?  What is your company’s share or position within each of the markets you serve?
Strategic Intent: What exactly is your strategy for differentiating your company from the competition? Is your advantage one of service, price, or innovation?
Products and Services: Provide a general overview of your company’s products and services.
Partnership Philosophy:  Describe how your Tradeshow Exhibit Service provider factors in your ability to achieve the company’s goals.  What are your company and/or personal expectations from this type of partner?
	General Program Information


Number of Shows Requiring Support Services Per Year:                            

Primary Show Locations (cities):                            

Booth Sizes:

Top Three Exhibiting Objectives: e.g. Lead Generation, Industry Exposure, Channel Marketing Customer Support, Positioning, Onsite Sales Generation
Strategic Intent: What is your strategic intent, i.e. why are you going?
This show offers access and exposure to which market(s)? Who is the target audience at this event? 

How is your company positioned and perceived within these markets and with this audience? 

Who are the competitors you expect to encounter at this show and what differentiates your company from them? 

Has your company exhibited at this show before?  If so, are you looking to employ different exhibiting tactics this year?
	Required Services


Which collection of services are you looking to the Supplier to handle on your behalf? 
Check all that apply.

__ Exhibit Rental to include all exhibit components - relative lighting - roundtrip transportation of such elements

__ Graphic Production only (artwork to be provided) or Graphic Design and Production

__ Show Services coordination, form fulfillment and pre-payment (Installation/Dismantle - Electrical Service and     Labor - Carpet Rental - Furniture Rental - Material Handling (drayage) - Audio Visual Rental - Lead Retrieval
__ Asset Management on-line management and tracking of exhibit properties (including portable program management), equipment and graphics 
__ Other 
	Supplier Performance Criteria


Selection Criteria: While performance in all areas is a requirement, Exhibitor ranks the following areas of competence, 1 being the most important. 
__Design Execution: The ability of the supplier to deliver the form and function which projects the desired image needed to meet your objectives.
__Cost: The overall cost of the solution as it relates to your total budget.
__Price Accountability: The ability and willingness of the supplier to guarantee all costs as presented in advance and offer assurance there will not be over-runs or addendum invoices.
__Service: A supplier with a streamline service structure that provides you with reliable points of contact throughout the pre-event process and an on-site point of contact before, during and after the show.
__Sustainable Practices: The supplier maintains and continuously implements new sustainable practices in both production and provision of services and actively works within industry for waste reduction.

__Other If there are additional factors in the decision making process, what are they?
Supplier Background and Capabilities
Please provide a general summary of your company’s history, experience and capabilities including the following information:

General
· Company name and profile

· Primary and secondary contact person

· Address (for multiple locations provide the core function of each)
· Union status and date contracts expire

· Strategic intent of the company

  Billing and Costs

· Describe your work order and billing system.

· Provide samples of invoices, estimates and work orders.

· Describe any extraordinary or particularly effective billing systems used by your company.  

· Do you guarantee a fixed cost for specific I&D projects and, if so, what are the terms of that commitment?

· Do you provide consolidated invoicing?

· Do you prepare estimates for all projects or only at client request?

· Do you bill by the project, monthly, or quarterly?

· Do all of your statements itemize time and materials?

· When are overtime charges incurred?

Service/Account Management Structure

· Explain your philosophy of client service and type of assistance that can be expected from the Account Manager.  Address at least the following:
· How are orders generated?
· What is the role of the account rep at the show, prior to the show, following the show and in non-show periods?
· Do you send on-site supervisors into the field for all shows?

References
· Please provide contact information for three (3) clients who selected your company after an RFP selection process such as this one in the last 12 months.
· Provide any relevant case studies involving program management.
SUMMARY

· What skills and capabilities differentiate your company from competitors?

· What is the basis of your company’s advantage?

· Please site examples of how your company has invented cost effective solutions to customer challenges.

· Why are you most qualified to handle our account?
	Timeline and Submission Information


Suppliers: How many potential suppliers are submitting bids?
Please submit one hardcopy and one electronic copy of your RFP to the following address no later than 
Date/Time.
Your Company Address

City, ST Zip
Contact:  Who is the primary contact during this RFP process?
Decision Makers:  Who are the people responsible for selecting the Service Provider for this important project-their names and titles?
Timeline:  On what date will you and your team award the work?
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