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.

Russian/English version



RfP for Trade Show/Event Services

Russian/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: to
Show/Event venue/location:

Move-in date:

Dismantle date:

Exhibitor Info

Exhibitor name:

Stand size:

Stand number:

Type of Exhibit

Select one |:| In-Line |:| Peninsula D Island |:| Other

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

Exhibit design required: |:| Yes D No Attach specification sheet

Exhibit design attached: |:| Yes D No Attach design drawings

Budget

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

Shipping from: Shipping from:




Exhibit Design Requirements

2. Flooring

o

eq. | Item

A. US carpet

B. International carpet
C. Under-carpet pad

. Linoleum/Vinyl tiles
E. Wood floor

F. Raised floor

G. Double deck

O O O 0

Further comments and descriptions

Item translation —
AMepUKaHCKMA KoBep

MeXayHapoaHblii KoBep

NuHoneym/BuHunosas nauTka
[epeBaHHbIM non
Noanym

[ ByXaTaXKHbli1 cTEHA,

Size

Indicate feet/inches (length/width)
for North America shows and
meters for all other country shows

Color




Exhibit Design Requirements

3. Exhibit Components

Req.| Qty. | Item Item translation — Further comments

D A. Backwall 3apHnana cTeHa

B. Conference area

C. Kitchen/Storage area KyxHsa/Nopcobka (cknag)

D. Reception counter CroiiKa-peueniueH

E. Bararea bap

F. Seating area Cupnauan 30Ha

. Display counters

H. Identity tower/Kiosk Knock

I. Theater/Presentation area | MNpe3eHTaunoHHanA 30Ha

J. Hanging signs/Identity NoasecHoi ppus

K. Ceiling truss

L 1 e 1 e I O O




Exhibit Design Requirements

h. Coffee maker

Further comments and description

Kode mawmHa

4. Rental Components

A Furniture

Req.| Qty. | Item Item translation — Further comments
I:l a. Chairs

I:l b. Tables

I:l c. Sofa Kpecno

I:l d. End/Coffee table

I:l e. Stools Ctyn

I:l f. Literature stand ByknetHuua

I:I g. Refrigerator XonogunbHUK




Exhibit Design Requirements

B Lighting

Req. | Qty. | Item

a. Wall lights

b. Ceiling lights

c. Theatrical truss lights

d. LED lights

I I I N A I

Further comments and description

Item translation —

TeaTpanbHblii cBeT

LED cBeTUNbHUK

Further comments

C  Audio/Visual & Sound

Req. | Qty. | Item

a. Monitors

b. LED video wall

c. Sound system

) O O O

Further comments and description

Item translation —

MoHutop

LED Bugeo naHenu

3ByKoBasA cucrtema

Further comments




Exhibit Design Requirements

5. Custom Components

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

Item Item translation — Qty. Size

O d g o o o O 0O 0O 0OFf

Further comments and description




Exhibit Design Requirements

Graphics

Req.

Item

A. Photo print/Overlay

B. Fabric printed graphic/shape

C. Vinyl cut letters

D. Back-lighted photo

E. Banner stand graphic

F. Vinyl banner

G. Cut-out letters/logo

Further comments and description

Item translation —

HanoxeHue ¢poro

TKaHeBbl 6aHHep

doT0 c NnoacsBeTKOM

BuHunoBbIN 6aHHEp

O6beMHble 6yKBbI

Qty.

Size

Further comments




Exhibit Design Requirements

Z. Show Site Services

Req. | Item Item translation — Further comments

I:' A. Set up drawings &
Project management

D B. Shipping to show site

I:' C. Install & dismantle
at show site with supervision

I:' D. Drayage 3aBo3 o6opyaoBaHus
(Material handling)

I:' E. Electric for Exhibit

I:' F. Electric/water/air
for client product

I:' G. Cleaning

(Carpet vacuuming)
(Required for US events)

I:' H. Catering Keiitepunr
(Food & Drinks)

I:' I. Reception/Hospitality Xocrecc

I:' J. Floral

(Plants & decorations)

Attachments (include attachment in email when returning form)

I:' Yes Type of attachment
(floor plan, electric layouts, carpet layouts,
I:' No AV, Order form, etc)




Exhibit Design Requirements

8. Product/Literature Shipped Direct to Show Site

A List items shipped direct by client

a.

Attachments (include attachment in email when returning form)

I:l Yes Type of attachment

I:INO




Exhibitor Information

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




Budget Information

9. Price Budget for Category Item

Req. | Item

2. Flooring

I:' A. US carpet

B. International carpet
C. Under-carpet pad
D. Linoleum/Vinyl tiles
E. Wood floor

F. Raised floor

G. Double deck
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A. Backwall

B. Conference area

C. Kitchen/Storage area

D. Reception counter

E. Bar area

F. Seating area

G. Display counters

H. Identity tower/Kiosk

I. Theater/Presentation area
J. Hanging signs/Identity

K. Ceiling truss

OO o o o o G O

Item translation —

AMepuKaHCKK1IM KoBep

MerKayHapoaHbI KoBep

JinHoneym/BuHunoBasa NanTKa

[epeBaHHbIN non
Moanym

[BYX3TaXKHbIN CTEHA,

3a4HAA CTeHa

KyxHs/Moacobka (cknag)
CToVKa-peLeniueH
bap

CunpAyvan 30Ha

Kunock
Mpe3eHTauMOHHaAA 30Ha

MoagecHol dpu3

Qty.

Size

Budget




Budget Information

Req. | Item Item translation —
4. Additional rental components

A. Furniture

a. Chairs

b. Tables

c. Sofa Kpecno

d. End/Coffee table

f. Stools Cryn

e. Literature stand ByknetHuua

g. Refrigerator XonoannbHUK

h. Coffee maker Kode mawmnHa

B. Lighting

a. Wall lights

b. Ceiling lights

c. Theatrical truss lights TeaTpanbHbIi cBET
d. LED lights LED cBeTUAbHUK

C. Audio/Visual & Sound

a. Monitors MoHuTop
b. LED video wall LED Buaeo naHenu
c. Sound system 3ByKOBaA cucTema

| O O

Qty.

Size

Budget




Budget Information

Reg. | Item Item translation — Qty. Size Budget
5. Custom Components

A. $

B. $

[+)]

. Graphics

A. Photo print/Overlay HanoxeHune ¢oTo S
B. Fabric printed graphic/shape | TkaHeBbIli 6aHHep S
C. Vinyl cut letters $
D. Back-lighted photo ®oTo c noaceeTKOM S
E. Banner stand graphic S
F. Vinyl banner BUHUNOBbIN BaHHep S

G. Cut-out letters/logo O6bemHble ByKBbI S

N T e o O | [



Budget Information

Req. | Item Item translation — Qty. Size Budget
7. Show Site Services

A. Set up drawings & $
Project management

B. Shipping to show site S
C. Install & dismantle at show $
site

with supervision

D. Drayage (Material handling) | 3aBo3 o6opyaosaHua $

E. Electric for Exhibit $

Electric/water/air S
for client product

G. Cleaning (Carpet vacuuming) $
(Required for US events)

1 B N A e A A A

H. Catering (Food & Drinks) KentepuHr $
I. Reception/Hospitality XocTtecc S
J. Floral (Plants & decorations) S
s

Tax/VAT S

**BUDGET TOTAL $

**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:




Russian version

Glossary of Exhibit Industry Words and Terms

Venues
Exposition

Trade Show
Exhibit Hall

Venue
Booth/Stand
Exhibit Builder
Exhibitor Kit
Exhibit Installation

Exhibit Dismantle

Hall Components
Aisle

Aisle Carpet

Floor Service Ports
Hall Column

Utility Access Space
Pipe and Drape
Hanging Sign
Ceiling Height
Height Restriction
Corner Booth/Stand
Peninsula Display

Island Display

Graphics

Photo Overlay
Laminated Graphic
Posters

Vinyl Banners
Fabric Graphic
Cutout Letters

Back Lighted Photo

Item translation —
3Kcno3uyma

BbicTaBKa

BbICTaBOUHbDI 3an
BbicTaBOYHas naowaaka
CreHp,

BbICTaBOUHbI/ 3aCTPOMLLMK
CnpaBOYHUK yYaCTHUKA
MoHTax

AemoHTax

Item translation —

Mpoxoa

Kosep B npoxoae

Jltokun

KonoHHa

Cny:kebHOe NPOCTPaHCTBO
Tpy6bl n ApanupoBKa
MNopBecHoit ppus

BbicoTta notonka
OrpaHuuyeHue no Harpyske (kg)
YrnoBow cTeHg,

YrnoBsou cTeHg

OcTpos

Item translation —
HanoxxeHue ¢poTto
JlamuHMpoBaHHaA nevyatb
Mnakar, noctep
BuHUNOBbI 6aHHEpP
TKaHeBbl 6aHHep
O6beMHble 6yKBbI

®oT0 c noacBeTKomn

Exhibit Components
Office

Kitchen Area
Storage Area
Tower
Conference Room
Seating Area
Presentation Area
Bar Area

Hanging Sign
Double Deck Exhibit
Side Rail Wall
Backwall

Backwall Panel
Backwall Drape
Return Panel

Base Plate

Exhibit Counter
Reception Counter
Bar Counter

Kiosk

Desk

Pedestal

Cafe Table

Glass Showcase
Podium

Lockable Storage
Literature Stand
Light Box
Showcase Lighting
Base Lighting
Ceiling Panels
Fabric Frames
Modular Frames
System Locks

Panel Inserts

Item translation —

Odwuc

KyxHa

Noaco6bka (cknaa)
bawHa

MNeperosopHasa KOMHaTa
CupaAyan 30Ha
MNpe3eHTauMoOHHaA 30Ha
bap

NoasecHoit ¢ppus

[ BYX3TaXKHbIN CTEHA,
CaBUXKHaA cTeHa
3aaHAA cTeHa

MaHenb 3agHel cTeHbl
[panupoBKa 3agHel CTeHbl
Bo3BpaTHas cTeHa
OcHoBaHue
CroiiKa-peueniweH
CToliKa-peueniueH
BbapHas cToika

Knock

Cron

Mbepectan

KodeitHblii cTonuk
CTeKknsiHHasA BUTPUHA
Moanym

Mopcobka 3aKpbiBatoLwanca
BbykneTtHuuya

Naiit 60Kc

MopaceeTKa akcnoHaToB
OCHOBHOM cBeT
MoTonouHbie naHenn
Pambl gna TKaHu
CraHpapTHble pambl
CucrtemHble 3aMKun

BcTaBHble naHenun



Exhibit Materials
Velcro

Plastic Laminate
Steel Frames
Painted Finish
Wall Covering
Vinyl Covering
Roto-Lock

Foam Core
Duck Tape
Visqueen Plastic

Sintra

Colors
Red
Yellow
Blue
Green
Purple
Orange
Black
White
Grey
Natural Finish

PMS- Pantone System

Furniture & Accessories
Stanchions
Wastebasket
Coat Rack
Literature Stand
Bag Stand

Easel

Circle Table

Side Chairs

Sofa Chairs
Conference Table

Stool

Item translation —
Jlunyuka
MnacTuKoBbI namuHaT
CranbHble pambl
MNokpacka

MoKpbiTHUe cTeH
BuHunosoe nokpbiTHe
[BepHoii 3amoK
MeHOKapTOH

CKoty

MNneHka

Mnactuk NBX

Item translation —
KpacHbiit
Kentbiid

CuHuUIA

3eneHblit
MypnypHbIi
OpaHKeBblit
YepHblit

Benbiii

Cepblit
HatypanbHoe nokpbiTne

Cucrema NaHTOHOB

Item translation —
Croiiku

KopsuHa ana mycopa
LWkad ana opexabi
BbykneTHuua

Bewana

Monbbept

Kpyrnbiii cton
Markuit ctyn

Kpecno

MeperoBopHblii cToN

Cryn

Install Materials

Crate

Skid/Pallet

Pad Wrapped
Cherry Picker Lift
Fork Lift

Scissor Lift
Ladder

Scaffold

Tool Gang Box
Floor Plan Drawing
Elevations

Color Rendering

Flooring

Raised Floor
Second Level
Stairway

Stair Rail

Ramp

Steps

US Carpet

Int’l Carpet

Carpet Squares
Vinyl Tiles

Linolium

Wood Floor Surface
Stone Floor Surface
Back lighted Floor
Edge Trimming
Carpet Tape

Lighting /AV
Stem Lights
Recessed Lights
Track Lights
LED Lighting

Fluorescent Lights

Item translation —

Tapa (Kkopo6)

Manet

YnakoBKa

KoneHuaTblii nogbeMHUK
Morpy3uunk

HOXXHUYHBIA NOAbEMHUK
NecTHuua

Typa
MHCTpYyMEeHTaNbHbIM AWMK
NNaH CTeHAa

®dacagbl

LiBeTHOM peHaep

Item translation —
Mognym

Bropoli aTax
JlecHuua

MNepuna

Pamna

CryneHu
AMepUKaHCKUIA KoBep
MexAayHapoaHbIii KoBep
KoBpoBas nauTtka
BuHUnoBaAa nanTtka
JInHoneym
[epeBAHHbINA Non
KameHHbI# non

Mon ¢ noaceeTKoM
Kpomka

CKOTY ANnA KoBpa

Item translation —
ToueuHbIA CBETUIbHUK
BCTpOEHHbIN CBETUNbHUK
CBETUNbHUK B LUMHY

LED cBeTUNbHUK

dnyopecLeHTHbIN cBeT



Refrigerator

Microwave Warmer
Dishes
Coffee Maker

Hot Water Maker

Show Site Terms
Payment Terms
Catering Service
Exhibit Installer/EAC
Exhibitor

Exhibitor Manual
General Contractor
AV Contractor
Exhibit Service Desk
Drayage

Forklift Teamsters
Internet Line

Move in Date
Rigger

Storage Warehouse
Truck

Freight Dock

Certificate of Insurance

Worker ID Badge

XonoanunbHUK
MukpoBonHoBas nevb
Nocypa

Kode mawmHa

YaliHuK

Item translation —

Ycnosusa onnarbl
Keiitepunr

BbICTaBOYHbI 3aCTPOMLLUK
YyactHuK

CnpaBoOYHUK YHaCTHUKA
FeHepanbHbINA 3aCTPOMLLMK
Ayauo Buaeo nogpagumk
CepBuc geck

3aBo3 obopyaoBaHUA
Boautenb norpysumnka
UHTepHeT noaKknoueHne
J[ara 3ae3ga

AnbnuHuct

Cknap

dypa

Manpayc

CrpaxoBKka

MoHTaXHbI NnponycK (6eax)

Transformer
Theatre Lights
Lighting Truss
Halogen Light
Sound System
Monitor

LED Video Panels
Union Electrician
Live Presenters

Reception/Hostess

TpaHcpopmaTtop
TeaTpanbHbiii cBeT
CseToBas pepma
FanoreHoBbIl CBETUNBHUK
3ByKoBas cucrema
MoHutop

LED Bupeo naHenu
Anektpuku (NOT union)
usasa npeseHtauua

Xocrecc



	1. Exhibit/Show Information
	Event Services Request – Inquirer (person asking for services)
	Show Info 
	Exhibitor Info
	Type of Exhibit
	Budget
	Exhibit Origin
	Client Product Origin
	Shipping from:
	Shipping from:


	2. Flooring
	3. Exhibit Components
	4. Rental Components
	A Furniture
	B Lighting
	C Audio/Visual & Sound

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

	6. Graphics
	7. Show Site Services
	8. Product/Literature Shipped Direct to Show Site
	A List items shipped direct by client
	Special requests
	Further comments regarding client needs
	Exhibit partner/supplier representatives at show site
	Dates that exhibit partner/supplier reps will attend event

	9. Price Budget for Category Item
	Dutch version
	Glossary of Exhibit Industry Words and Terms


