
Show Name :_____________________________________________________________

BACKGROUND

1.Eventproducer/sponsor:_________________________________________

2.Address:______________________________________________________

_______________________________________________________

3.Dates:Move-In_____ ShowOpen:______ShowClose:_______

4.Whataretheestimatedregistrationfiguresfor yourshow?Adv Onsite Total

_____ _____ ____

5.Howmanyexhibitingcompanies(notbooths)areexpected?_____________

6.Whowill betheprimaryoperationalcontactat theclientsoffice?

Name:____________________________________________
Telephone:_________________Fax:___________________
Title: ______________________Email:______________________

7.Whois theprimarycontactregardingexhibitorservicesin theclientsoffice?

Name:_________________________________________________
Telephone:____________________Fax:_____________________
Title: ________________________Email:_____________________

8.Nameanyothercontacts,whichareimportantto thisevent:
Name:____________________________________________
Telephone:_________________Fax:___________________
Title: ______________________Email:_________________________

Company/relationshipto client?________________________________

9.Whattypeof electronicleadretrievalsystemwasusedat thelastshow?
______________________________________________________
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Advance Registration Process
SectionA: Receiptof RegistrationData

1.Wherewill theregistrantssendtheir forms?(circleappropriateanswer)
a. Conference Client RCS Other________________________
b. ExpoOnly Client RCS Other________________________
c. Speakers,Press,Staff Client RCS Other________________________
d. Exhibitors Client RCS Other________________________
e. Other Client RCS Other________________________

2.If formsaresentto someoneothertheRCS,howwill RCSreceivethedata?
a.TapeorDiskettein ASCII commadelimitedformat
b.TapeorDiskettein anuntestedformat(Format:______________________________)
c.Pre-processedBatchedRegistrationForms
d.UnprocessedBatchedRegistrationForms
e.Other:________________________________________________________________

3.If dataisbeingsentdirectlyto RCS,throughwhatmethodswill theregistrantprovidetheir info?
a.Mail _____________________________________
b.Fax________________________________________________
c.Websiteregistrationsite_______________________________
d.Telephoneregistration_____________________________________
e.Other________________________________________________

4.If dataisbeingsentthroughoneor all of theabovemethods,aretherelimitationsastowhatregistration
typescanusethosemethods?(Circleall thatapply)

a. Conference Mail Fax Website Phone Other
b. Speakers,Press Mail Fax Website Phone Other
c. ExpoOnly Mail Fax Website Phone Other
d. Exhibitors Mail Fax Website Phone Other
e. Other Mail Fax Website Phone Other

5.If dataisbeingcapturedusingawebsite,whichmethodisbeingused?
a.Registrantwill connectto Client'sWebSiteandusea'hotlink' buttonto connectto theRCSsite
b.Registrantwill connectdirectlyto theRCSWebSite

6.Whenwill theregistrationforms/datastartto arriveatRCS?_____________________

7.Whenwill thelastforms/datatransferarrive?__________________________________________

SECTION B: Financial Processingof Forms

1.Whowill processpayments,balanceandprocessmultiplepaymentsduringadvanceregistration?
a.RCS_____b.Client_______c.Other____________________________________

2.Will RCStrackgeneralpaymentinformationontheregistrationform?
a.Yes_______b.No________c.Other____________________________________

3.Whatmethodsof paymentarepermitted?(circleall thatapply)
____Visa/MC _____AmericanExpress ______DinersClub______Discover
____Cash_____PurchaseOrders______Checks Others________________

SECTION C: Programming

1.Will therebeauto-calculationsprogrammedonthescreens?
a. Yes______b.No______

2.Will therebeeventsprogrammed?
a. Yes b. No

3.Will RCScontrolexhibitorbadgeallotmentsin thecomputersystem?
a. Yes b. No
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4.Will RCSregisterpeopleoutof anotherdatafile whichhasbeensuppliedbytheClient(i.e.membershipor
exhibitorfiles)?

a. Yes b. No

5.Whenwill testsof thedatafile besentto RCSto havetheprogrammerassurecompatibility?
Date:_____________________________________

6.Will theprogrammermovein fieldsfrom thedatafile?
a. Yes b. No

7.Howoftenwill updatesto thedatafile arrive?_________________________________________

SectionD: DataEntry

1.Doanyor all of thesestandardeditsneedto bein place?(circlethosethatapply)
a. Lastname: (forcedentry)Editedto preventblanksandnumbers.
b.Firstname: (forcedentry)Editedto preventblanksandnumbers.
c.Title: Editedto preventnumbersor punctuation.
d.Company: (forcedentry)Editedto preventblanks.
e.Address: (forcedentry)Editedto preventblanks.
f. City: (forcedentry)Editedto preventblanks.
g.State: Valid StateorCanadianprovinceonly.
h.Country: Valid CountryonlywhenStateisempty.
i. Zipcode: If domesticmustbevalid.
j. Phone: Numbersonly.
k. Fax: Numbersonly.
l. RegType: (forcedentry)Valid codesonly.
m.Demos: (forcedentry)Valid codesonly.
n.Events:Valid selectionsonly, inventorycontrolled,feesautomaticallycalculated,accessible
to registrationtypesdeterminedbyclientprior to dataentry.

o.Payments:All paymentinformationiseditedfor forcedentryandvalidcoding.

2.Clientcriteriafor on-lineduplicatecheckis:
a..Lastname+ Firstname+ Zipcode.
b..Lastname+ Firstname
c..Other:__________________________________________________________________

3.Will thespouse/guestberecordedin therecordof theprimaryregistrant?___________________

SECTION E: Confirmation of Registration

1.Whowill confirmregistrationto registrants?
a.Client b. RCS

2.Whatformwill confirmationstakefor thefollowing registrationtypes?
a.Conference Postcard DetailedLetter GenericLetter email Other
b.Speakers,Press Postcard DetailedLetter GenericLetter email Other
c.ExpoOnly Postcard DetailedLetter GenericLetter email Other
d.Exhibitors Postcard DetailedLetter GenericLetter email Other
e.Other___________ Postcard DetailedLetter GenericLetter email

Other

3.Howwill theconfirmationsbesent?
a.Domestic FaxBroadcast Mail email
b. International FaxBroadcast Mail email
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4.If adetailed,personalizedconfirmationisbeingusedasthemethodto confirm,doesit confirmthe
following?

a.Events& Tickets
b.PaymentInformation
c.GuestRegistrants
d.ExhibitingCompanypersonnelnames
e.BoothAllotment
f.DemographicInformation
g.GeneralName,Address,andPhoneInformation
h.Other________________________________________________________________________
_______________________________________________________________________________
_______________________________________________________________________________

5.If confirmationsarebeingmailed,will RCSinsertanybrochures,notices,or coupons?
a.Yes b. No c.

Other__________________________________

SECTION F: RejectionLetters

1.Will arejectionscreenbeprogrammed?
a.Yes b. No

2.If usingarejectionscreen,indicatewhattypeof reasonsiscausefor rejectionof registration.
a.Unableto clearlyreadregistrationform
b.Blankbadgescannotbeissued.Needthenamesof registrants.
c.Nopaymentinformationprovidedwith registration.
d.Creditcardcouldnotbeauthorizedbythenumberprovided.
e.Incompletedemographicinformationprovided.
f.Invalid creditcardexpirationdate.
g.Invalid formof payment.
h.Foreignchecknotacceptable.
i.Purchaseordersnotacceptable.
j.Membershipcouldnotbeverified.
k.Other:__________________________________________________________________

SECTION G: CustomerService

1.Whatsituationswill RCSbeexpectedto dealwith overthetelephone?
a.Registerindividualswith validcreditcardpayments.
b.Registerindividualsentitledto freeregistration
c.Resolvefinancialdiscrepancies
d.Clarify informationor resolveotherdiscrepanciesontheform
e.Correctmisspellings
f.Substitutepeople
g.SubstituteEvents
h.Purchaseof additionaleventsor upgradetheirregistration
i.Other:______________________________________________________________________

2.Whattypeof telephonelinewill theClientbeusing?
a.RCSstandardcustomerservicetelephonenumber
b.800number
c.Dedicatedline

SECTION H: Reporting

1.Will RCSprovidefinancialreportsduringtheadvanceregistrationprocess
a.Yes b. No

2.Will RCSprovideabasiclist of registrants?
a.Yes b. No

If yes,howoften?_____________________________________________________________

4 -11



3. Will RCSprovideadatadiskof registrants?
a.Yes b. No

If yes,howoften?_____________________________________________________________

4.Will RCSproducecustomlists (non-financial)?
a.Yes b. No

5.Will RCSprovideacountof registrants?
a.Yes b. No

If yes,howoften?_____________________________________________________________

6.Will RCSproduceanycustomstatistics(non-financial)?
a.Yes b. No

7.Summaryof WeeklyReports
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________

8. Will theclientbeutilizing thewww real-timereportcapability?
a.Yes b. No

SectionI: BadgeProduction

1.Howwill badgesbedistributedtoConferenceregistrants?
a.Mail to individuals
b.Printeduponarrival
c.Will call packetsfor individuals
d.Mail to primarycontactwith othersincluded
e.Will call packetsfor primarycontact
f.Other__________________________________________________________________

2.Howwill badgesbedistributedfor Speakers,Press,andStaff?
a.Mail to individuals
b.Printeduponarrival
c.Will call packetsfor individuals
d.Mail to primarycontactwith othersincluded
e.Will call packetsfor primarycontact
f.Other__________________________________________________________________

3.Howwill badgesbedistributedfor Expoonly?
a.Mail to individuals
b.Printeduponarrival
c.Will call packetsfor individuals
d.Mail to primarycontactwith othersincluded
e.Will call packetsfor primarycontact
f.Other_________________________________________________________________

4. Howwill badgesbedistributedto Exhibitors?
a.Mail to individuals
b.Printeduponarrival
c.Will call packetsfor individuals
d.Mail to primarycontactwith othersincluded
e.Will call packetsfor primarycontact
f.Other_________________________________________________________________

5. Howwill badgesbedistributedto others?
a.Mail to individuals
b.Printeduponarrival
c.Will call packetsfor individuals
d.Mail to primarycontactwith othersincluded
e.Will call packetsfor primarycontact
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f.Other_________________________________________________________________
8.Will advanceregistrantsbeverifiedonsite?

a.Yes b.No c.Other______________________________________

SECTION J: Tickets/Events

1.Will theRCSsystemtrackeducationalor socialsessions?
a.Yes b.No

2.Howmanyeventsarelimitedbyspace?______________________________________________

3.Howmanyeventswill bemonitoredwith ticketsproducedform theRCSsystem?_____________

4.Howmanyeventswill bemonitoredwith ticketsprovidedbyClient(flat printed)____________

5.Onaverage,howmanyticketswill eachregistrantreceive?______________________________

6.Are therelimitationsastowhocanreceivetickets?
a.Yes b.No

7.If yes,whichof thefollowing canreceivetickets?
a.Conference
b.Speakers,Press,Staff
c.ExpoOnly
d.Exhibitors
e.Other__________________________________________________________________

SECTION K: Supplies

1.Whichof thefollowing suppliesarerequiredfor theevent?(circleall thatapply)
a.RCSBadge (Date:_____________________________)
b.Letterhead (Date:_____________________________)
c.#10Windowenvelops (Date:_____________________________)
d.#10Non-Windowenvelops (Date:_____________________________)
e.Otherenvelops (Date:_____________________________)
f. Postcards (Date:_____________________________)
g.BadgeMailer (Date:_____________________________)
h.InsertsprintedbyRCS (Date:_____________________________)
i. InsertsprovidedbyClient (Date:_____________________________)
j. BadgeHolders (Date:_____________________________)
k.Ribbons (Date:_____________________________)
l. Neckcords (Date:_____________________________)
m.Tickets (Date:_____________________________)
n.Other_______________________ (Date:_____________________________)

SECTION L: Collation/ Mailing of AdvanceRegistrationMaterials

1.If advancedomesticmaterialsarebeingcollatedandmailed,howmanyinsertswill besent?________

2.If advanceinternationalmaterialsarebeingcollatedandmailed,howmanyinsertswill besent?________

3.Will RCSoffer specialhandlingservicesto registrantsatanominalfee(FedEx)?
a.Yes b.No c.Other______________________

4.Whichof thefollowing itemsareincludedin advanceregistrationmaterials?(circleall thatapply &
indicatewhois to receivethem)

a.Badge: Conf Speaker/Press ExpoOnly Exhibitor
b.BadgeMailer: Conf Speaker/Press ExpoOnly Exhibitor
c.Confirmation: Conf Speaker/Press ExpoOnly Exhibitor
d.Ribbon Conf Speaker/Press ExpoOnly Exhibitor
e.Inserts(typeof inserts):________________________________________________________

Conf Speaker/Press ExpoOnly Exhibitor
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SECTION M: Datain Client's Office

1.Will RCSmakethedataavailableto theClient in oneormoreof thefollowing formats?
a.Connectionvia Internet
b.Emailof datadaily
c.Emailof dataweekly
d.Disketteof informationdaily
e. Disketteof informationweekly
f. Other______________________________________________________________________

2.Will theClientbeableto enterregistrationsin theiroffice
a.Yes b.No

SECTION N: Late Form Management

1.Howwill formsthatarriveaftertheadvanceregistrationdeadlinehavetheirbadgeshandled?
a.Enteredandreceiveconfirmationtelling themto pickupelectronicwill call onsitebadge.
b.Enteredandreceiveconfirmationtelling themto pickupapacketonsite.
c.Takenonsite,entered,andstoredin thesystemfor pickup.
d.Takenonsite,entered,andapacketmadefor pickup.

2.Are formsthatareenteredaftertheadvanceregistrationdeadlinechargedtheadvanceor onsiteprice?
a.Advance
b.Onsite

ONSITE SERVICES

SECTION A: OnsiteRegistrationArea

1.Whatfacility will theeventtakeplacein?
____________________________________________City: ____________________________

2.Will RCSregisterpeopleinmorethanonelocation?________________________________________

3.If yes,howmanyareas?__________________

4.Will therebemorethan300feetbetweenanyterminals/computersprovidedbyRCS?
______________________

SECTION B: OnsiteSchedule

1.Thefirst dateandtimethatRCSwill openfor eachregistrationcategoryisasfollows:
a.Conference________________________________
b.Speakers,Press____________________________
c.ExpoOnly________________________________
d.Exhibitors________________________________
e.Others___________________________________

2.RCSwill begintrainingtemporarypersonnelonsiteon____________at____________am/pm

3.Theexhibithall will openon__________at___________am/pmandcloseon_________________
at_________________am/pm.

4.Registrationwill closefor thelasttimeon________________at_________________am/pm.

5.Educationalsessionswill beginon_____________________andendon_____________________.
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SECTION C: Equipment Requirements

1.RCSwill providethefollowing numberof dataentrystations:
a.Conferenceadvancereg____________________________________________________
b.Conferenceonsitereg______________________________________________________
c.ExpoOnlyadvancereg____________________________________________________
d.ExpoOnlyonsitereg______________________________________________________
e.Exhibitoradvancereg_____________________________________________________
f.Exhibitoronsitereg_______________________________________________________
g.Speaker/Pressreg_________________________________________________________
h.Badgecorrection__________________________________________________________
i.Other__________________________________________________________________
j.SelfRegistration_________________________________________________________

2.Will RCS’sequipmentbeshippedcomplimentary,throughClient’spreferredcarrier?
a. Yes b. No

SECTION D: OnsiteReporting

1.Will RCSprovidefinancialreportsduringtheonsiteprocess?
a. Yes b. No

2.Howoftenwill RCSprovideacountof registrants?
a.Within onehourof thecloseof businesseachday.
b.Onceatnoonandthenwithin thecloseof businesseachday.
c.Other_______________________________________________________________________

3.Will thecountof registrantsalsodisplayverifiedvs.no-show?
a. Yes b. No

4.Howoftenwill RCSprovidestatistics(non-financial)?
a.Within onehourof thecloseof businesseachday.
b.Onceatnoonandthenwithin thecloseof businesseachday.
c.Other___________________________________________________________________

5.Whatotherreportswill RCSproduceonsite?
_____________________________________________________________________________
_____________________________________________________________________________

EXHIBITOR SERVICES

SECTION A: Marketing Plan

1.Whatmethodsof marketingareplannedonfor thisevent?(circleall thatapply)
a.Kit Piece
b.BroadcastFax
c.FlyerMailing
d.FlyerOnsite
e.OutboundPhoneCalls
f.Other___________________________________________________________________

2.Whendoesthekit piecehaveto beto thedecorators?___________________________________

SECTION B: DataSales

1.DoesClientwantRCStomarketattendancedatabasetoONLY showexhibitors?
a. Yes b. No

2.WhatformatscanRCSoffer thedatain to exhibitors?
a.Diskette c.Labels
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b.List d. Other____________________________

3.DoesClienthaveto pre-approvedatasalesorders?
a.Yes b. No

4.List anyadditionallimitationsto datasales________________________________________________

5. Doestheclientwantto sharerevenuefor theamountof datasalesorderwegenerate?
a. Yes b. No
If yes,Howmuch:____________________________________________________________

POST SHOW SERVICES
SECTION A: Reporting

1.Finalreportsaredueto theclientby_________________________________________.

2. Whattypeof cleanupto showdataisRCSresponsiblefor prior to productionof postshowreports?
a.None
b.Duplicatesremoved
c.Incompleteaddress
d.Testrecords
e.Other__________________________________________________________________

2.Whichof thefollowing reportswill beprovidedto theclientpostshow?
a.Daily andhourlyregistrationonsitecount
b.Daily andhourlyregistrationonsiteverificationcount
c.StateandCountrycount
d.Sourcecodecount
e.DemographicsAnalysis
f.Finalregistrationcountbyadvance,onsite,andtotal
g.LeadAnalysisreport
h.FinalFinancialreportof totaldollars
i.Disketteof data
j.Emailtransferof data
k.List of all onsiteregistrants
l.List of all attendees
m.List of all exhibitors
n.Other___________________________________________________________________

NOTES:Any additionalinformationthatisnotoutlinedin thissummary
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INTERACTIVE SERVICES

SECTION A: Ancillary Services

1.Whichof thefollowing serviceswill RCSprovide(circleall thatapply)?
a.CEUTracking
b.ProductLocator
c.SessionLocator
d.MessageCenter
e.SurveyStation
f.AssociateLocator
g.PrizeStations
h.ForeignBuyerSystem
i.Other

SECTION B: CEU Tracking

1.Howmanyeventswill bemonitored/controlledwith theRCSbadge?______________________
2.Howmanyleadretrievalunitswill beprovidedtomonitoreducationalsessionsor events?

a.handheld__________
b.stationaryunits__________

3.Howwill theinformationbeinggatheredbegivento theclient?(circleall thatapply)
a.Diskette
b.List
c.Certificates
d.Reports
e.Other_____________________________

SECTION C: Product Locator

1.Howmanystationswill RCSprovide?_______________________________________________

2.Howwill theinformationbeinggatheredbegivento theclient?(circleall thatapply)
a.Diskette
b.List
c.Certificates
d.Other___________________________

SECTION D: SessionLocator

1. Howmanystationswill RCSprovide?________________________________________________

2.Howwill theinformationbeinggatheredbegivento theclient?(circleall thatapply)
a.Diskette
b.List
c.Certificates
d.Other___________________________

SECTION E: MessageCenter

1.HowmanymessageretrievalstationsdoesRCSexpectto provide?_________________________

2.Howmanymessage-inputstationsdoesRCSexpectto provide?_______________________________

3.Will theregistrantenterthemessageor atemporarystaffperson?
a.Registrant
b.TemporaryStaff

4.Will RCSgivetheregistrantstheability to printmessages?________________________________
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5. Howwill registrantsaccessthemessagecenter?
a. ID Number b. RCSBadge

SECTION F: SurveyStations

1.Howmanystationswill RCSprovide?_______________________________________________

2.Howwill theinformationbeinggatheredbegivento theclient?(circleall thatapply)
a.Diskette
b.List
c.Certificates
d.Reports
e.Other__________________________________________________________________

SECTION G: AssociateLocator

1. Howmanystationswill RCSprovide?______________________________________________

2. Howwill theinformationbeinggatheredbegivento theclient?(circleall thatapply)
a.Diskette
b.List
c.Certificates
d.Reports
e.Other__________________________________________________________________

SECTION H: PrizeStations

1. Howmanystationswill RCSprovide?______________________________________________

2. Howwill theinformationbeinggatheredbegivento theclient?(Circleall thatapply)
a. Diskette

b.List
c.Certificates
d.Reports
e.Other__________________________________________________________________

SECTION I: ForeignBuyer System

1. Howmanystationswill RCSprovide?______________________________________________

2. Howwill theinformationbeinggatheredbegivento theclient?(Circleall thatapply)
a.Diskette
b.List
c.Certificates
d.Reports
e.Other______________________________________________________________________
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