REGISTRATION
CONTROL SYSTEMS

2368Eastmarvenue Suitell
Ventura,CA 93003-779°
REQUEST FOR PROPOSAL 805-654-0171800-235-333;
Fax: 805-654-167!
WWW.rcsreg.con
Show Name :
BACKGROUND

1.Eventproducer/sponsor:

2.Address:

3.Dates:Move-In ShowOpen: ShowClose:

4 Whatarethe estimatedegistratiorfiguresfor your show? Adv Onsite Total

5.How manyexhibitingcompaniegnotbooths)areexpected?

6.Whowill betheprimaryoperationatontactattheclientsoffice?

Name:
Telephone: Fax:
Title: Email:

7.Whois the primary contactregardingexhibitorservicedn theclientsoffice?
Name:

Telephone: Fax:
Title: Email:
8.Nameanyothercontactswhich areimportantto this event:
Name:
Telephone: Fax:
Title: Email:

Company/relationshio client?

9.Whattypeof electronicleadretrievalsystemwasusedat thelastshow?




Advance Registration Process
SectionA: Receiptof Registration Data

1Wherewill theregistrantsendheirforms? (circle appropriat@nswer)

a. Conference Client RCS Other
b. ExpoOnly Client RCS Other
c. Speaker®ressStaff Client RCS Other
d. Exhibitors Client RCS Other
e. Other Client RCS Other

21f formsaresentto someonethertheRCS,howwill RCSreceivethedata?
aTapeor Diskettein ASCII commadelimitedformat
b.Tapeor Diskettein anuntestedormat(Format: )
cPre-processeBatchedregistratiorForms
d.UnprocesseBatchedRregistratiorForms
eOther:

3lIf datais beingsentdirectlyto RCSthroughwhatmethodswill theregistranprovidetheirinfo?
aMail
b.Fax
cWebsiteregistratiorsite
d.Telephoneegistration
eOther

41f datais beingsentthroughoneor all of theabovemethodsaretherelimitationsasto whatregistration
typescanusethosemethods?A Circleall thatapply)

a. Conference Mail Fax Website Phone Other
b. Speakerress 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

5If datais beingcapturedusingawebsite whichmethods beingused?
aRegistrantvill connecto Client'sWebSiteandusea'hotlink' buttonto connecto theRCSsite
b.Registrantvill connectlirectlyto theRCSWebSite

6.Whenwill theregistratiorforms/datastartto arriveatRCS?

7Whenwill thelastforms/dataransferarrive?

SECTION B: Financial Processingf Forms

1Whowill procespaymentsbalanceandprocessnultiple paymentsluringadvanceegistration?

a.RCS bClient c.Other
2Will RCStrackgenerapaymeninformationontheregistratiorform?
a.Yes b.No c.Other
3Whatmethodof paymenarepermitted{circleall thatapply)
Visa/MC AmericarExpress DinerClub Discover
Cash Purchag@rders Checks Others

SECTION C: Programming

1Will therebeauto-calculationprogrammeanthescreens?
a.Yes b.No

2Will therebeeventgprogrammed?
a.Yes b. No

3Will RCScontrolexhibitorbadgeallotmentsn thecomputesystem?
a.Yes b. No



4Will RCSregistempeopleoutof anothedatafile whichhasbeersuppliedbytheClient(i.e. membershipr
exhibitorfiles)?
a.Yes b. No

5Whenwill testsof thedatafile besentto RCSto havethe programmenssureompatibility?
Date:

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

7How oftenwill updateso thedatéfile arrive?

SectionD: Data Entry

1.Doanyor all of thesestandareditsneedo bein place?circlethosethatapply)

a. Lastname: (forcedentry)Editedto preventblanksandnumbers.
b.Firstname: (forcedentry)Editedto preventblanksandnumbers.
c.Title: Editedto preveniumberor punctuation.

d. Company: (forcedentry)Editedto preventblanks.

e.Address: (forcedentry)Editedto preventblanks.

f. City: (forcedentry)Editedto preventblanks.

g. State: Valid Stateor Canadianprovinceonly.

h.Country: Valid Countryonly whenStateis empty.

i. Zipcode: If domestianustbevalid.

j- Phone: Numbersonly.

k. Fax: Numbersonly.

I. RegType: (forcedentry)Valid codeonly.

m. Demos: (forcedentry)Valid codesonly.

n. Events:Valid selection®nly, inventorycontrolled feesautomaticallycalculatedaccessible
to registratiortypesdeterminedy clientprior to dataentry.
o.PaymentsAll paymeninformationis editedfor forcedentryandvalid coding.

2Clientcriteriafor on-lineduplicatecheckis:
a.L asthamet Firstnamet Zipcode.
b.Lastnamet Firstname
c.Other:

3Will thespouse/guesierecordedn therecordof theprimaryregistrant?

SECTION E: Confirmation of Registration

1Whowill confirmregistratiorto registrants?

a.Client b.RCS
2Whatformwill confirmationgakefor thefollowing registratiortypes?
a.Conference Postcard DetailedLetter Generid_etter email Other
b. SpeakersPress Postcard DetailedLetter Generid_etter email Other
c.ExpoOnly Postcard DetailedLetter Generid_etter email Other
d. Exhibitors Postcard DetailedLetter Generid_etter email Other
e.Other Postcard DetailedLetter Generid_etter email
Other
3Howwill theconfirmationsbesent?
a.Domestic FaxBroadcast Mail email
b. International FaxBroadcast Mail email



41f adetailed personalizedonfirmationis beingusedasthemethodo confirm,doest confirmthe
following?
aEvents& Tickets
b.Paymentnformation
cGuestRegistrants
d.Exhibiting Companypersonnehames
eBoothAllotment
f.Demographi¢nformation
g.GeneraName AddressandPhondnformation
h.Other

5If confirmationsarebeingmailed,will RCSinsertanybrochuresnoticespr coupons?
a.Yes b. No C.
Other

SECTION F: RejectionLetters

1Will arejectionscreerbeprogrammed?
a.Yes b. No

2l1f usingarejectionscreenindicatewhattypeof reasonss causdor rejectionof registration.
aUnableto clearlyreadregistratiorform
b.Blankbadgesannotbeissued.Needthename®f registrants.
cNo paymeninformationprovidedwith registration.
d.Creditcardcouldnotbeauthorizedy thenumberprovided.
elncompletademographiinformationprovided.
f.Invalid creditcardexpirationdate.
glnvalid form of payment.
h.Foreignchecknotacceptable.
i.Purchaserdersnotacceptable.
j-Membershigcouldnotbeverified.
k.Other:

SECTION G: CustomerService

1Whatsituationswill RCSbeexpectedo dealwith overthetelephone?
aRegistelindividualswith valid creditcardpayments.
b.Registeindividualsentitledto freeregistration
cResolvdinancialdiscrepancies
dClarify informationor resolveotherdiscrepanciesntheform
eCorrectmisspellings
f.Substitutgpeople
g.SubstituteEvents
h.Purchasef additionaleventor upgradeheirregistration
i.Other:

2Whattypeof telephondine will theClientbeusing?
aRCSstandaradustomeservicetelephonenumber
b.800number
cDedicatedine

SECTION H: Reporting

1Will RCSprovidefinancialreportsduringtheadvanceegistratiorprocess
a.Yes b. No

2Will RCSprovideabasidist of registrants?
a.Yes b. No
If yes,howoften?
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3. Will RCSprovideadatadiskof registrants?
a.Yes b. No
If yes,howoften?

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

5Will RCSprovideacountof registrants?
a.Yes b. No
If yes,howoften?

6.Will RCSproduceanycustomstatisticgnon-financial)?
a.Yes b. No

7.Summarnyof WeeklyReports

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

Sectionl: BadgeProduction

1Howwill badgededistributedto Conferenceegistrants?
aMail to individuals
b.Printeduponarrival
cWill call packetdor individuals
dMail to primarycontactwith othersincluded
eWill call packetdor primarycontact
f.Other

2Howwill badgededistributedfor Speaker?ressandStaff?
aMail to individuals
b.Printeduponarrival
cWill call packetdor individuals
dMail to primarycontactwith othersincluded
eWill call packetdor primarycontact
f.Other

3Howwill badgededistributedfor Expoonly?
a.Mail to individuals
b.Printeduponarrival
cWill call packetdor individuals
dMail to primarycontactwith othersincluded
eWill call packetdor primarycontact
f.Other

4. Howwill badgededistributedto Exhibitors?
aMail to individuals
b.Printeduponarrival
cWill call packetdor individuals
dMail to primarycontactwith othersincluded
eWill call packetdor primarycontact
f.Other

5. Howwill badgebedistributedto others?
aMail to individuals
b.Printeduponarrival
cWill call packetdor individuals
dMail to primarycontactwith othersincluded
eWill call packetdor primarycontact



f.Other

8Will advanceegistrantdeverifiedonsite?
a.Yes b.No c.Other

SECTION J: Tickets/Events

1Will theRCSsystentrackeducationabr socialsessions?
a.Yes b.No

2How manyeventsarelimited by space?

3How manyeventsvill bemonitoredwith ticketsproducedorm theRCSsystem?
4How manyeventswvill bemonitoredwith ticketsprovidedby Client(flat printed)

5.0naveragehow manyticketswill eaclregistrantreceive?

6.Are therelimitationsasto who canreceivetickets?
a.Yes b.No

71f yes,whichof thefollowing canreceivetickets?
aConference
b.Speakerfressstaff
cExpoOnly
d.Exhibitors
eOther

SECTION K: Supplies

1Whichof thefollowing suppliesarerequiredfor theevent?(circlall thatapply)

a.RCSBadge (Date:
b. Letterhead (Date:
c.#10Windowenvelops (Date:
d.#10Non-Windowenvelops (Date:
e.Otherenvelops (Date:
f. Postcards (Date:
g.BadgeMailer (Date:
h.Insertsprintedby RCS (Date:
i. Insertsprovidedby Client (Date:
j- BadgeHolders (Date:
k. Ribbons (Date:
I. Neckcords (Date:
m. Tickets (Date:
n.Other (Date:

SECTION L: Collation/ Mailing of AdvanceReqistration Materials

1If advanc&lomestiamaterialsarebeingcollatedandmailed,howmanyinsertswill besent?
21f advancenternationamaterialsarebeingcollatedandmailed,howmanyinsertswill besent?

3Will RCSoffer speciahandlingserviceso registrantatanominalfee(FedEx)?
a.Yes b.No c.Other

4 Whichof thefollowing itemsareincludedin advanceegistratiormaterials{circleall thatapply &
indicatewhois to receivethem)
aBadge: Conf  Speaker/Press ExpoOnly Exhibitor
b.BadgeMailer: Conf  Speaker/Press ExpoOnly Exhibitor
cConfirmation: Conf  Speaker/Press ExpoOnly Exhibitor
d.Ribbon Conf  Speaker/Press ExpoOnly Exhibitor
elnsertg(typeof inserts):

Conf  Speaker/Press ExpoOnly  Exhibitor



SECTION M: Datain Client's Office

1Will RCSmakethedataavailableto theClientin oneor moreof thefollowing formats?
a.Connectiorvialnternet
b. Email of datadaily
c.Emailof dataweekly
d. Disketteof informationdaily
e. Disketteof informationweekly
f. Other

2Will theClientbeableto enterregistrationsn theiroffice
a.Yes b.No

SECTION N: Late Form Management

1Howwill formsthatarriveaftertheadvanceegistratiordeadlinehavetheirbadgeandled?
a.Enterechndreceiveconfirmationtelling themto pick upelectronicwill call onsitebadge.
b. Enteredandreceiveconfirmationtelling themto pick upapackebnsite.
c. Takenonsite enteredandstoredin thesystentor pick up.
d. Takenonsite enteredandapacketmadefor pick up.

2 Areformsthatareenteredaftertheadvanceegistratiordeadlinechargedheadvancer onsiteprice?

a.Advance
b.Onsite

ONSITE SERVICES

SECTION A: Onsite Registration Area

1Whatfacility will theeventtakeplacein?
City:

2Will RCSregistempeoplen morethanonelocation?

3If yes,howmanyareas?

4Will therebemorethan300feetbetweeranyterminals/computengrovidedby RCS?

SECTION B: Onsite Schedule

1.Thefirst dateandtimethatRCSwill openfor eactregistratiorcategoryis asfollows:

aConference

b.SpeakersPress

cExpoOnly

d.Exhibitors

eOthers
2RCSwill begintrainingtemporarypersonnebnsiteon at am/pm
3.Theexhibithall will openon at am/pandcloseon

at am/pm.

4Registratiorwill closefor thelasttimeon at am/pm.
5Educationatessionsvill beginon andendon




SECTION C: Equipment Requirements

1RCSwill providethefollowing numberof dataentrystations:
aConferencadvanceeg

b.Conferenc®nsitereg

cExpoOnly advanceeg

dExpoOnly onsitereg

eExhibitoradvanceeg

f.Exhibitoronsitereg

g.Speaker/Pressg

h.Badgecorrection

i.Other

j-SelfRegistration

2Will RCSsequipmenbeshippeccomplimentarythroughClient spreferrectarrier?
a. Yes b. No

SECTION D: Onsite Reporting

1Will RCSprovidefinancialreportsduringtheonsiteprocess?
a.Yes b. No

2How oftenwill RCSprovideacountof registrants?
aWithin onehourof thecloseof businesgachday.
b.Onceatnoonandthenwithin thecloseof businesgachday.
cOther

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

4How oftenwill RCSprovidestatisticgnon-financial)?
aWithin onehourof thecloseof businesgachday.
b.Onceatnoonandthenwithin thecloseof businesgachday.
cOther

5Whatotherreportswill RCSproduceonsite?

EXHIBITOR SERVICES

SECTION A: Marketing Plan

1Whatmethodof marketingareplannednfor thisevent?(circlall thatapply)
aKit Piece
bBroadcasFax
cFlyerMailing
dFlyerOnsite
eOutboundPhoneCalls
f.Other

2Whendoeghekit piecehaveto beto thedecorators?

SECTION B: DataSales

1DoesClientwantRCSto marketattendancdatabaséo ONLY showexhibitors?
a. Yes b. No

2WhatformatscanRCSoffer thedatain to exhibitors?
a.Diskette c.Labels



b.List d. Other

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

4L ist anyadditionallimitationsto datasales

5. Doestheclientwantto sharaevenudor theamountbf datasalesorderwe generate?
a.Yes b. No
If yes,How much:

POST SHOW SERVICES
SECTION A: Reporting

1Finalreportsaredueto theclientby

2. Whattypeof cleanupto showdatais RCSresponsibléor prior to productionof postshowreports?

aNone
b.Duplicatesemoved
clncompleteaddress
d.Testrecords
eOther

2Whichof thefollowing reportswill beprovidedto theclientpostshow?
aDaily andhourlyregistratioronsitecount
b.Daily andhourlyregistratioronsiteverificationcount
cStateandCountrycount
d.Sourcecodecount
eDemographic&nalysis
f.Finalregistrationrcountby advancepnsite andtotal
glLeadAnalysisreport
h.Final Financialreportof total dollars
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 additionalinformationthatis notoutlinedin this summary



INTERACTIVE SERVICES

SECTION A: Ancillary Services

1Whichof thefollowing servicesvill RCSprovide(circleall thatapply)?
aCEUTracking
b.Product_Locator
cSessiorLocator
dMessag€enter
eSurveyStation
f.Associatd_ocator
gPrizeStations
h.ForeignBuyerSystem
i.Other

SECTION B: CEU Tracking

1How manyeventswill bemonitored/controlledvith theRCSbadge?

2How manyleadretrievalunitswill beprovidedto monitoreducationasessionsr events?
ahandheld
b.stationaryunits

3Howwill theinformationbeinggatheredegivento theclient?(circleall thatapply)
aDiskette
bList
cCertificates
dReports
eOther

SECTION C: Product L ocator

1How manystationswill RCSprovide?

2Howwill theinformationbeinggatheredegivento theclient?(circleall thatapply)
aDiskette
bList
cCertificates
dOther

SECTION D: Sessioriocator

1. How manystationsvill RCSprovide?

2Howwill theinformationbeinggatheredegivento theclient?(circleall thatapply)
aDiskette
bList
cCertificates
dOther

SECTION E: MessageCenter

1How manymessageetrievalstationsdoesRCSexpecto provide?

2How manymessage-inputationsdoesRCSexpecto provide?

3Will theregistranenterthemessager atemporarystaff person?
aRegistrant
b.Temporanstaff

4Will RCSgivetheregistrantgheability to print messages?
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5. Howwill registrantsccesshe messageenter?
a. ID Number b. RCSBadge

SECTION F: Survey Stations

1How manystationswill RCSprovide?

2Howwill theinformationbeinggatheredegivento theclient?(circleall thatapply)
aDiskette
bList
cCertificates
dReports
eOther

SECTION G: Associate ocator

1. Howmanystationswvill RCSprovide?

2. Howwill theinformationbeinggatheredegivento theclient?(circleall thatapply)
aDiskette
bList
cCertificates
dReports
eOther

SECTION H: Prize Stations

1. Howmanystationsvill RCSprovide?

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

bList

cCertificates

dReports

eOther

SECTION |: Foreign Buyer System

1. Howmanystationswvill RCSprovide?

2. Howwill theinformationbeinggatheredegivento theclient?(Circleall thatapply)
a.Diskette
b.List
cCertificates
d.Reports
e.Other
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