Request tor 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.



1. Exhibit/Show Information

Event Services Request — Inquirer (person asking for services)

Company / ¥H| ¥ :
Address | T2 :

Company representative = Ztxt:

Email address / 0| 0| &:

Phone / 3} :

Date
X}

Show Info A} B &

Show/Event name At :
Show/Event dates #AtLx}:
Show/Event venue/location S AHE 4 :
Move-in date & X|:

Dismantle date = H :

To

L]

Exhibitor Info 1A| &2

Exhibitor name: HAIRS

Stand size: 24 37

Stand number: FAHD

Type ofExhibit FIA| FF

Select one B 1 In-Line Peninsula Island Other
1280 E 3HRE Ot E 7| Ef

Height restrictions:

Attach show rules and regulations

ebsite URL =1 0| X|:

t
Exhibit design required: Yes No Attachspecification sheet;jw| °
Exhibit design attached: Yes No Attach design drawings Al
Budget 04t
$ & 0f| At Total Budget $ Al 0| £FExhibit Budget $ S AR A H| 2 0f ArShow Services Budget

Exhibit Origin ZA|Z B £ X/

Client Product Origin Z2f0/21E X Z HfZ X/

Shipping from:

Shipping from:




2. Flooring H}FE}
Size
Indicate feet/inches (length/width)
for North America shows and
metersforallothercountryshows
Req.| Item litem — Japanese/Korean Color
A. US carpet USHiE 0|8 7| E Choose color

B. International carpet

Intl 8 =X & 7HH E

Choose color

C. Under-carpet pad

tHE =

Choose color

D. Linoleum/Vinyl tiles

SMAn/AmES / R

cl==/H2EHE

Choose color

E. Wood floor

£AHR = EE

Choose color

F. Raised floor

& B T

Choose color

G. Double deck

ol

BERE =

Choose color

Choose color

Further comments and descriptions




3. Exhibit Components HA| 14 E

Req.| Qty.| Item Item — Japanese/Korean Further comments
A. Backwall ik

B. Conference area

=
om
i

C. Kitchen/Storage area

HERE / #EEFER 7| /80

D. Reception counter EHFeoX
E. Bar area RERX Hf

F. Seating area

G. Display counters

HAl 7H2 H

H. Identity tower/Kiosk

INEF T |IAT

l. Theater/Presentation area

BREX ZoHE 018 XY

J. Hanging signs/ldentity

K. Ceiling truss




4. Rental Components

A  Furniture 7}

Req.| Qty.| Item Item translation — Mandarin Further comments
a. Chairs Of X}
b. Tables HOl=
c. Sofa Kpecno £}
d. End/Coffee table [0l =
e. Stools EF HAE
f. Literature stand BRIR SAHE
g. Refrigerator JKiE D
h. Coffee maker MR AL 74 | O A

Further comments and description




B Lighting Z%
Further comments

Req.| Qty. | Item Item — Japanese/Korean
a. Wall lights oS
b. Ceiling lights MES
BE4T ESA XT

c. Theatrical truss lights

d. LED lights LEDYT LED &
Further comments and description
C Audio/Visual & Sound F&/ 28
Req.| Qty. | Item Item — Japanese/Korean Further comments
TR 2L H

a. Monitors

b. LED video wall LED#E LED HE| A3 2

SRS

blo

ELGEYD

c. Sound system

Further comments and description




5. Custom Components M| =&] 7|

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

Regq. Item Item translation — Korean Qty. Size

Further comments and description




6. Graphics 12l =]

Req.

Item

Item — Japanese/Korean

Qty.

Size

Further comments

A. Photo print/Overlay

BRA ZA J

B. Fabric printed graphic/shape | Bi‘a# I=22 =2 ) 2 ¢
C. Vinyl cut letters AMNEFHE

D. Back-lighted photo

BEITRAT A 20| E HAL

E. Banner stand graphic

ror
+
B

F. Vinyl banner

PVCHESE & A} HY L

G. Cut-out letters/logo

BT A|IEZ D

Further comments and description




7. Show Site Services $1%F A H| A

Req.| Item Item — Japanese/Korean Further comments
A. Set up drawings & CEHAY / Z2HME HLFE
Project management
B. Shipping to show site =5
C. Install & dismantle AX|/EH/LE
at show site with supervision
D. Drayage WiAN &= Bz
(Material handling)
E. Electric for Exhibit 71
F. Electric/water/air HAEE W7|/2/8557]
for client product
G. Cleaning Ha
(Carpet vacuuming) GHHE HA)
(Required for US events) .
(Ol= A )
H. Catering BINIRSS
(Food & Drinks) S IEE
I. Reception/Hospitality EE/ALY =20
J. Floral =8
(Plants & decorations)

Attachments (include attachment in email when returning form) 24 M7 (SZ0 H&)

Yes chment =dMF
No (floor plan, electric layouts, carpet layouts, (BH, 7|, e EH, SYEH|, 2 7[E
AV, Order form, etc)




8. Product/Literature Shipped Direct to Show Site X| Z/ o ZH| &

A Listitems shipped direct by client S2f0/21E X F Hf £ E[AE

a.

b.

c.

d.

e.

Attachments (include attachment in email when returning form) £ QA5 (Ex0| HE83 %)
O | Yes _| Type of attachment

No




Exhibitor (Client) representative at show site: | 28 AF&S TIA[ B &AL

Date ofarrivalforClient/Repatshowsite: =202 > =

Special requests 5% 2% A}gt

]

42 J|Ef A9 E

I

Further comments regarding client needs 52/0/21E

Exhibit partner/supplier representatives at show site &1A/ Zf.E L/ X A| /) 31ZF EF StAf

Dates that exhibit partner/supplier reps will attend event XA G} EL{ 31Z £ 2fA[

to




9. Price Budget for CategorylItem ZE| 12| &5 Of| &t71H

Req.| ltem Item — Japanese/Korean Qty. Size | Budget
2. Flooring H}E}
A. US carpet USih#t O|= 7HI| E $
B. International carpet 13 = K& 7 E $
C. Under-carpet pad 7HHE | E $
D. Linoleum/Viny! tiles BA/EE [ ek 2l S S/0 S $
E. Wood floor 6 L HE $
F. Raised floor #h& HEEfE $
G. Double deck RERE =5 $
$

3. Exhibit components HA| L HE

A. Backwall

Hix 42

B. Conference area

C. Kitchen/Storage area

D. Reception counter EHFelE
E. Bar area REXH

F. Seating area

G. Display counters

HAl 7t2H

H. Identity tower/Kiosk

INEF |23

|. Theater/Presentation area

B ZoHH Ol Y

J. Hanging signs/Identity

Fmb

?::E — -

e

SH
o

02

K. Ceiling truss

EgA

R < R~ B <= B < S < R < I <= I B < < R <= B <23




Req.| Item Item — Japanese/Korean Qty. Size Budget
4. Additional rental components &
A. Furniture 7t
a. Chairs Of Xt $
b. Tables HOl=S $
c. Sofa AR At $
d. End/Coffee table ElH|0|= $
f. Stools EFH2AE $
e. Literature stand BRIR SAHE $
g. Refrigerator JKiE EE D $
h. Coffee maker MNEEAL 7 ] 0 Al $
$
B. Lighting Eng
a. Wall lights SRS $
b. Ceiling lights MY =Y $
c. Theatrical truss lights BE4T ESA XT $
d. LED lights LED4T LED =% $
$

C. Audio/Visual & Sound

a. Monitors

TRE ZLEH

b. LED video wall

LED#% LED HE| A3 2l

c. Sound system

FMRS S AlLH

@ H | A &




Req.| Item

Item — Japanese/Korean

Qty.

Size

Budget

5. Custom Components H| %}

A.

w

o o

R R < < < < R <= B < B B - I <o

6. Graphics 12T

A. Photo print/Overlay

B. Fabric printed graphic/shape

C. Vinyl cut letters

D. Back-lighted photo

BEITRAT A 20| E HAL

E. Banner stand graphic

$14:0t 224

F. Vinyl banner

PVCHERE &AL Hi A

G. Cut-out letters/logo

BRI F Al EED

R R < B < B B <= B <= B B < I <o




0f] Ak Z4*BUDGET TOTAL

Req.| Item Item — Japanese/Korean Qty. Size Budget
7. Show Site Services 7. A MH[A
A. Set up drawings & COHAY / 22HE oL $
Project management
B. Shipping to show site o HiS $
C. Install&dismantleatshow && &X|/E /e $
site
with supervision
D. Drayage (Materialhandling) | 7™ %= Hij= $
E. Electric for Exhibit ik $
F. Electric/water/air SCt0[HE =& $
for client product 7|2 /0027
G. Cleaning (Carpet vacuuming) ‘&2 (FHH| E& ) $
(Required for US events) (O] = SHAO| T2
H. Catering (Food & Drinks) | &k #[O[EHE $
|. Reception/Hospitality EHALY =20 $
J. Floral(Plants&decorations) =3 $
$
2714 Tax/VAT $
$

*NOTE

ThisRfPisforBudgetpurposesonly. Personasking for theprice quotationcanfillinQuantities,
butitistheresponsibility of the Supplier tofillinaccurate Sizes, Quantities, andPrice Budget. If
Budgetoutlineisacceptable, Supplier tosubmit

a formal quotation using their normal proposal form for approval signature and
payment requirements.

Proposal request submitted by Tz X}:

Date: &

of
on

fAH Ol

no

=44
k>

Project coordinator contact email address:




Glossary of Words/Terms

Venues Item — Japanese/Korean Exhibit Components Item — Japanese/Korean
Exposition BERg AL Office DAR QU|A
Trade Show RERE AMATA| Kitchen Area HEXi 7| %
Exhibit Hall BT MA|ZE Storage Area figER &1
Venue 1ty SHAPEH Tower Msk ety
Booth/Stand B BEA Conference Room SWE AnEA B
Exhibit Builder MR zEEg A| DA Seating Area BER FAS/ERRA|
Exhibitor Kit BEEM MA| 7| E Presentation Area BrRX T dyOoM 1A
Exhibit Installation BRiEE 24X Bar Area KRERX Ht
Exhibit Dismantle Bairk 2A Hanging Sign g o A7t
Double Deck Exhibit WERE =5
Side Rail Wall MBI ATt &
Backwall ik 4
Backwall Panel SR W A
Backwall Drape Lo o
Return Panel BER YT T
Base Plate AR HE S T
Exhibit Counter RIE Al 7H2H

Reception Counter

s QX 72

Bar Counter

B t 7H2E

Kiosk INEF 7|43
Desk £F My

Pedestal INEAE

Cafe Table mieks 7HH HO| =

Glass Showcase

RIERAE 72| 270X

Podium

wEie Ty

Lockable Storage

HHERIE a7t 81

Literature Stand

ARR S2HC

Light Box

A7 S

Showcase Lighting

RAELT 70|~ =

Base Lighting

EIHERAA HE =9

Ceiling Panels

Fabric Frames

BARAELR T

Modular Frames

o =2
Bmsn =8N =Yg
Xt X}

System Locks Bae A LE HSEA
Panel Inserts wAXER T AKX




Exhibit Materials

Item — Japanese/Korean

Install Materials

Item — Japanese/Korean

Velcro BANL 232 Crate W&FE LHF 220|E
Plastic Laminate B kiR S2IAEl 2t0|4|0|E Skid/Pallet g Y E
Steel Frames W BH =Y Pad Wrapped Hu3p IHO|El A ALK
Painted Finish RIE =8 0r Cherry Picker Lift EEHARE B[ ZE
Wall Covering SEE HA o Fork Lift RXZE K| AKXt
Vinyl Covering WmERE S 0ty Scissor Lift AR FHEH HIO| 2| ZE
Roto-Lock IekH e 88 Ladder T2 ACtE|
Foam Core kAR LA Scaffold FHIES: = pu)
Duck Tape Bh7kRR EAH O] = Tool Gang Box TEfH ST
Visqueen Plastic BpgEss v d B8 Floor Plan Drawing TEE IH -0 &Y
Sintra EHIR ZES Elevations TEE YHEY

Color Rendering WERE AMEY
Colors Item — Japanese/Korean
Red & A Flooring Item — Japanese/Korean
Yellow i A Raised Floor #h& HREHCE
Blue W MM Second Level wmE 2=
Green G =AM Stairway s AT
Purple gefm B 2pAM Stair Rail BT ot
Orange B =M Ramp B BA
Black B S Steps B At
White By R HHAH US Carpet USHE O|= 7IH E
Grey R 2| M Int'l Carpet It 22 7 E
Natural Finish RAKREEE HAML OrZ Carpet Squares A OOk #® FHEEY
PMS- Pantone System | i&;&f & HEA Vinyl Tiles iR Ol 2 EFY

Linolium b b E i

Furniture & Accessories

Item — Japanese/Korean

Wood Floor Surface

£6H EHAA

Stanchions X BEXHE Stone Floor Surface Atk AN EFY
Wastebasket HRAE 27| & Back lighted Floor Rtiir SHE2}O|E HEE

Coat Rack &KZE 240| Edge Trimming ]340 HiE HE

Literature Stand BRIZE SEARE Carpet Tape HERR 7HH E B O|=

Bag Stand ‘azZR 70|

Easel EZE O™ Lighting /AV Item — Japanese/Korean
Circle Table EHx 2™ HO|= Stem Lights I YRy

Side Chairs THF#5 ZZ0| okt Recessed Lights AT OIS

Sofa Chairs R At Track Lights HET MY =Y

Conference Table SR 7AHTA H|IO|& LED Lighting

Stool

£ HAS

Fluorescent Lights

=
LEDYT LED =
BT dES




Refrigerator JkiE WA Transformer THESE Bet7|
Microwave Warmer 654 I DN (RPN Theatre Lights S5

Dishes =F AT Lighting Truss §TER EE{A

Coffee Maker AL 74 I Al Halogen Light £ g2d x2Y
Hot Water Maker POKTE M7|ZE Sound System BNz SSA|AH

Monitor

Show Site Terms

Item — Japanese/Korean

LED Video Panels

Payment Terms

Union Electrician

BT Ms

Catering Service

Live Presenters

IMinfRR = 2 EH

Exhibit Installer/EAC

BIARSS HOIHE
RET TA 2X7|&Xt

Reception/Hostess

B =20

Exhibitor

SRE TAIE A

O

Exhibitor Manual

REFM TA O 7

General Contractor

San XA

AV Contractor

FmASE So M

Exhibit Service Desk

RIARSE TAl MH[A HA3

Drayage

AR E Hi==

Forklift Teamsters

FHEEMZBILR K| AKX

Internet Line

M QIE{S

Move in Date #HinA 2XY
Rigger #ET 2|
Storage Warehouse fEm=E 810
Truck Fi#E EY
Freight Dock HERX =2tz 25
Certificate of Insurance | {£f0% 28 S A
Worker ID Badge IFIE EYS




