Request tfor Proposal Template for
Trade Show/Event Services
from One Country to the Next

It’s not what you say,
but what you mean!

This RFP Template is intended to be used between
two exhibit suppliers when requesting a price and/or
a design drawing for an event in another country.

This RFP Template will be completed in English with
selected key words translated into one of twelve
languages.

The purpose of the template is to make certain
what you say is what you mean.

Chinese/English version



1. Exhibit/Show Information

Event Services Request — Inquirer (person asking for services)

Company:

Address:

Company representative:
Email address:

Phone:

Date:

Show Info

Show/Event name:

Show/Event dates:

Show/Event venue/location:

Move-in date:

Dismantle date:

to

Exhibitor Info

Exhibitor name:

Stand size:

Stand number:

Type of Exhibit

Select one

Height restrictions:

O

In-Line 1 Peninsula

] island ]

Attach show rules and regulations @' or Show's website URL:

Other

Exhibit design required: Ol vYes C No Attach specification sheet I:‘
Exhibit design attached: Ol vYes C No Attach design drawings l:'
Budget

S Total Budget |S Exhibit Budget |$ Show Services Budget
Exhibit Origin Client Product Origin

Shipping from:

Shipping from:




2. Tlooring

Size
Indicate feet/inches (length/width)
for North America shows and
Req. | Item Item translation — Mandarin meters for all other country shows Color
O] | A. Us carpet EEME
] | B. International carpet E Brith B
O |c Under-carpet pad It 3
] | p. Linoleum/Vinyl tiles T/ T / MR
O | e. Wood floor SEl/ EAKRME
O] | F. Raised floor e
0 | G. Double deck NERE / ZB4%H
O]

Further comments and descriptions




3. Exhibit Components

Req.| Qty. | Item Item translation — Mandarin Further comments
O A. Backwall TR
Ol B. Conference area 2K
O C. Kitchen/Storage area FEEXHE/ EFEX
O D. Reception counter %
O E. Bararea HRER
O F. Seating area e X
O G. Display counters =1
O H. Identity tower/Kiosk INEF
O I. Theater/Presentation area BRE
O J. Hanging signs/Identity i
O K. Ceiling truss RIEHTER




4. Rental Components

A Furniture

Req.| Qty. | Item Item translation — Mandarin Further comments
[l a. Chairs wF

[l b. Tables =T

] c. Sofa ib&EE

] d. End/Coffee table %

O e. Stools EF

[l f. Literature stand BRI

O g. Refrigerator KB

O] h. Coffee maker ) 1]:[2;]8

[

Further comments and description




B Lighting

Req. | Qty. | Item Item translation — Mandarin Further comments
[l a. Wall lights ipd]

O b. Ceiling lights T

O c. Theatrical truss lights - 1=pd]

O d. LED lights LEDXT

O

Further comments and description

Cc Audio/Visual & Sound

Req. | Qty. | Item Item translation — Mandarin Further comments
O a. Monitors BB
O b. LED video wall LEDi&
[l c. Sound system R 4%
]

Further comments and description




5. Custom Components
Specialty display components, to be custom-fabricated. Fill in each specialty item needed.

Req.

Item

Item translation — Mandarin

Qty.

Size

O

Further comments and description




6. Graphics

Req. |Item

Item translation — Mandarin

Qty.

Size

Further comments

] |A. Photo print/Overlay

BRA%K

O |[s. Fabric printed graphic/shape WL

O |c. Vinyl cut letters BB % =7
O |b. Back-lighted photo TITHRITH
[0 |e. Bannerstand graphic SHE

O (r. Vinyl banner PVCiEiE
O |G. cut-out letters/logo BN =

Further comments and description




1.

Show Site Services

Further comments

Req. | Item Item translation — Mandarin
] | A. set up drawings & BEERARTEER
Project management
[ | B. shipping to show site EHEIRESHIF
[ | c. Install & dismantle BERIFS
at show site with supervision
[ | p. prayage AR ZE
(Material handling)
] | . Electric for Exhibit R&RARA
1 | F. Electric/water/air wERK. HE
for client product
O | G. cleaning i pr bk )
(Carpet vacuuming)
(Required for US events)
[0 | H. catering BIXERE
(Food & Drinks)
L] | 1. Reception/Hospitality EF/4LIY
O |1 Floral BETE (B B 320)

(Plants & decorations)

Attachments (include attachment in email when returning form)

[
O

Yes I:I Type of attachment

No AV, Order form, etc)

(floor plan, electric layouts, carpet layouts,




Product/Literature Shipped Direct to Show Site

List items shipped direct by client

Attachments (include attachment in email when returning form)

0

Yes I:I Type of attachment

O

No




Exhibitor (Client) representative at show site:

Date of arrival for Client/Rep at show site:

Special requests

Further comments regarding client needs

Exhibit partner/supplier representatives at show site

Dates that exhibit partner/supplier reps will attend event

to




9. Price Budget for Category Item

Req. | Item Item translation — Mandarin Qty. Size Budget

2. Flooring
(] | A. US carpet SR HEL $
[ | B. International carpet [E BRithEL $
O | c Under-carpet pad b 7 S
] | D. Linoleum/Vinyl tiles AR/ imEs / AR $
] | E. Wood floor =R=¢i/1 $
[ | F. Raised floor a $
[ | G. Double deck NERE $
[ $

3. Exhibit components
L1 | A Backwall B S
[1 | B. Conference area SWEX $
[ | c. Kitchen/Storage area BB X/ EFEX $
[ | D. Reception counter E&5a $
[] | E.Bararea KER $
L] | F. seating area FEi% X S
] | G. Display counters N = $
L | H. Identity tower/Kiosk INEF $
(1 | I. Theater/Presentation area BREX S
O . Hanging signs/Identity HEiE $
[ | K. Ceiling truss TRERHMTER $
[ $




Req. | Iltem Item translation — Mandarin Qty. Size Budget
4. Additional rental components
A. Furniture
[1 | a. chairs BT $
[ | b. Tables ®F $
L | ¢ sofa F-Z S
L] | d. End/Coffee table EJL $
[ | f. stools EF S
[1 | e. Literature stand AR $
[ | g. Refrigerator k1B $
[1 | h. Coffee maker )1c]:27]1 $
[ $
B. Lighting
O | a. wall lights ST $
O | b. ceiling lights &K $
[ | c. Theatrical truss lights FERLT $
L] | d. LED lights LEDXT 5
[ $
C. Audio/Visual & Sound
L1 | a. Monitors BERE $
[ | b. LED video wall LEDiE s
O | c. sound system LB $
] $




Reg. | Item Item translation — Mandarin Qty. Size Budget
5. Custom Components
L1 | A $
S $
O c $
O | o. $
O e $
Ol F $
O | e $
O | $
O $
O $
[ $
6. Graphics

] | A. Photo print/Overlay BB 4% / FHERFTED $
[ | B. Fabric printed graphic/shape | F&%4 7% $
O | c. Vinyl cut letters BB s %] = $
] | p. Back-lighted photo BT R $
L] | E. Banner stand graphic Sh=E $
O | F. Vinyl banner PVCIEE >
O] | G. cutout letters/logo BB G =7 $
[




Req. | Item Item translation — Mandarin Qty. Size Budget

7. Show Site Services

[] | A. Setupdrawings & EEERRETEER $
Project management

|

. Shipping to show site EMZEIIS $

[1 | c. Install & dismantle at show | &&E K75 $

site with supervision

[] ' D. Drayage (Material handling) | Tl7 Y % $
[ | E. Electric for Exhibit REHRA $
1 | F. Electric/water/air & BEK. BHR $
for client product

[] | G. Cleaning (Carpet vacuuming) | i&im (MIEEIR ) $

(Required for US events)
[] | H. catering (Food & Drinks) BIRRE S
[J | 1. Reception/Hospitality BEF/FLIX $
(] | J. Floral (Plants & decorations) | &£ 7E (184 5% 35 ff) S
[ $
Tax/VAT S
**BUDGET TOTAL S

**NOTE

This RfP is for Budget purposes only. Person asking for the price quotation can fill in Quantities, but it is the responsibility
of the Supplier to fill in accurate Sizes, Quantities, and Price Budget. If Budget outline is acceptable, Supplier to submit
a formal quotation using their normal proposal form for approval signature and payment requirements.

Proposal request submitted by:

Date:

Project coordinator contact email address:




Mandarin version

Glossary of Exhibit Industry Words and Terms

Venues Item translation — Mandarin Exhibit Components Item translation — Mandarin
Exposition Bie Office AKX
Trade Show RERR Kitchen Area BB R
Exhibit Hall BT Storage Area X
Venue Gt Tower MBS
Booth/Stand BAL Conference Room &=
Exhibit Builder R YT Seating Area B IX
Exhibitor Kit Bt Presentation Area BRX
Exhibit Installation B Bar Area HERX
Exhibit Dismantle BrniRsE Hanging Sign HEfE
Double Deck Exhibit RERE
Hall Components Item translation — Mandarin Side Rail Wall UJEE
Aisle EiE Backwall SR
Aisle Carpet I Hh % Backwall Panel EHREHR
Floor Service Ports s 0 Backwall Drape yiy=2irt
Hall Column BTk Return Panel BN
Utility Access Space =ity Base Plate EAR
Pipe and Drape HefE Exhibit Counter JBtE
Hanging Sign EEARIN Reception Counter BEE
Ceiling Height ENER Bar Counter es
Height Restriction Ef=A Kiosk INEF
Corner Booth/Stand HifuEs Desk =¥
Peninsula Display =HFES Pedestal INERE
Island Display PUEAFES Cafe Table ke
Glass Showcase B
Graphics tem translation — Mandarin Podium HitkE
Photo Overlay R4 Lockable Storage R AE
Laminated Graphic E=fi i Literature Stand o
Posters R Light Box 5
Vinyl Banners PVCHE Showcase Lighting BARLT
Fabric Graphic iy Base Lighting FELRk R B
Cutout Letters BPA MG57 Ceiling Panels KIEH
Back Lighted Photo EIOCTH Fabric Frames JAaiELE
Modular Frames RUME54
System Locks il v e

Panel Inserts

AR




Exhibit Materials

Item translation — Mandarin

Install Materials

Item translation — Mandarin

Velcro JEAN Crate eS|

Plastic Laminate kiR Skid/Pallet &

Steel Frames NEEts Pad Wrapped Al

Painted Finish TR TE Cherry Picker Lift TS

Wall Covering WRTTE Fork Lift X%

Vinyl Covering & TE A T Scissor Lift FLATFEF A

Roto-Lock iz Ladder TAER

Foam Core YRR Scaffold [HFZE

Duck Tape RhizK By Tool Gang Box TEF

Visqueen Plastic poz) OB pe i Floor Plan Drawing S E

Sintra Fik Elevations ATl
Color Rendering WERE

Colors Item translation — Mandarin

Red af Flooring Item translation — Mandarin

Yellow g -y Raised Floor pEiiNe

Blue % Second Level i)

Green &, Stairway R

Purple %4 Stair Rail REHRFE

Orange It Ramp B

Black 202} Steps =108

White Bt US Carpet USHIEE

Grey RE Int’l Carpet Int’1HEE

Natural Finish RKREmEA Carpet Squares 7GR B

PMS- Pantone System Hmtaf Vinyl Tiles HifE
Linolium AR/ THES

Furniture & Accessories | Item translation — Mandarin Wood Floor Surface 6K

Stanchions Sk Stone Floor Surface G iR

Wastebasket b Back lighted Floor RIEHIR

Coat Rack ~ZE Edge Trimming Bl

Literature Stand TRl Carpet Tape HEE

Bag Stand e

Easel GRS Lighting /AV Item translation — Mandarin

Circle Table LA Stem Lights 2 d)

Side Chairs THFR Recessed Lights BRATIT

Sofa Chairs WER R Track Lights HIELT

Conference Table SYE LED Lighting LEDXT

Stool 7 Fluorescent Lights HYexT




Refrigerator kiR Transformer B EA

Microwave Warmer PR Theatre Lights s51T

Dishes =T Lighting Truss k128

Coffee Maker i3] Halogen Light =Ahdl

Hot Water Maker Pk Sound System ZRS
Monitor BBt

Show Site Terms Item translation — Mandarin LED Video Panels LED3

Payment Terms Union Electrician BT

Catering Service BAIRIRS Live Presenters I A

Exhibit Installer/EAC LT Reception/Hostess BR/AAL

Exhibitor DR

Exhibitor Manual EraF

General Contractor psyan:)

AV Contractor AL A R

Exhibit Service Desk BERsE

Drayage WXL

Forklift Teamsters FHEEN 23 5

Internet Line T

Move in Date BHH

Rigger T

Storage Warehouse =

Truck FHeZE

Freight Dock X

Certificate of Insurance | {RF&

Worker ID Badge TAEIE
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