Request for proposal: event software
[Organisation name]
RFP reference: [RFP-2027-01]
Issued on: [date]   ·   Proposals due: [date, time, time zone]
Contact for all questions: [name, role, email address]

How to use this template: replace every text in square brackets, delete the example requirements you do not need and add your own. Keep the requirement IDs, because vendors answer line by line and your scoring sheet refers to them. Delete this note and the other grey notes before you send the RFP.
1. About us and this RFP
[Organisation name] is a [association / trade show organiser / company / agency] based in [city, country]. We run [number] events a year for [audience]. This RFP asks for proposals for a software platform that supports [scope in one sentence, for example: registration, ticketing, scheduled one-to-one meetings and an event app] from [first event, month and year] for an initial term of [number] years.
1.1 Our events
	Event
	Format
	Participants
	Date and place
	Languages
	Special features

	[Annual conference]
	[On site, 2 days]
	[800]
	[May, city]
	[EN, DE]
	[Exhibition with 60 stands]

	[Partner or supplier day]
	[On site, 1 day]
	[300]
	[September, city]
	[EN]
	[400 pre-scheduled meetings]

	[Webinar series]
	[Online]
	[150 per session]
	[monthly]
	[EN]
	[Recording for members]



1.2 What we use today
	Task
	Current tool or process
	What does not work well

	[Registration and payment]
	[Tool or spreadsheet]
	[Manual invoices, no group bookings]

	[Meeting scheduling]
	[Email and spreadsheet]
	[Double bookings, no proof of meetings held]

	[CRM or member database]
	[System name]
	[No automatic data transfer]



1.3 Goals of this project
[Goal 1, measurable, for example: all registrations and payments in one system by the 2027 conference]
[Goal 2, for example: at least 6 confirmed meetings per hosted buyer]
[Goal 3, for example: post-event reports for exhibitors within 5 working days]
2. Timeline and process
	Step
	Date

	RFP sent to vendors
	[date]

	Deadline for questions (by email to the contact above)
	[date]

	Answers to all questions sent to all vendors
	[date]

	Proposal deadline
	[date]

	Scripted demos with shortlisted vendors (up to 3)
	[date range]

	Reference calls
	[date range]

	Decision and contract
	[date]

	Start of implementation
	[date]

	First live event on the platform
	[date]



All vendors receive the same information. Questions and answers are shared with every vendor without naming who asked. Proposals that arrive after the deadline or do not use the response format in section 4 may not be considered.
3. Scope
	Area
	In scope?
	Notes

	Registration and ticketing
	[Yes / No / Optional]
	[Ticket types per participant group, promo codes]

	Scheduled one-to-one meetings (matchmaking)
	[Yes / No / Optional]
	[Rules for who may request whom]

	Programme, sessions and speakers
	[Yes / No / Optional]
	

	Exhibitors and sponsors
	[Yes / No / Optional]
	

	Event app and website
	[Yes / No / Optional]
	

	On-site check-in and badges
	[Yes / No / Optional]
	

	Online or hybrid sessions
	[Yes / No / Optional]
	

	Services: setup, support on event days, training
	[Yes / No / Optional]
	[Who does what]



4. How to answer
Please answer every requirement in section 5 with one of the following codes and a short comment. Do not change the requirement text.
	Code
	Meaning

	S
	Standard: available in the current product, without configuration by the vendor.

	C
	Configuration: available, but set up per event by the vendor or by us (state who and how long).

	D
	Development: requires custom development (state effort, price and date).

	P
	Partner: covered by an integration or a partner product (name it and state any extra cost).

	N
	Not available.



Priorities: M = must (an answer of N excludes the proposal), W = want (scored), O = optional (nice to have, scored with low weight).
5. Requirements
Describe what has to happen at your events, not the name of a feature. A requirement is good if a vendor can show it in a demo and you can check it.
5.1 Registration and ticketing
	ID
	Requirement (situation)
	Prio
	Code
	Vendor comment

	R1
	Participants register in [EN and DE]. Each participant group (for example buyers, exhibitors, speakers, members) has its own form and its own ticket types.
	[M]
	
	

	R2
	Each ticket type has a quota. When the quota is reached, the ticket type is no longer offered.
	[M]
	
	

	R3
	We can issue promo codes per ticket type, with a validity period and a maximum number of uses.
	[W]
	
	

	R4
	Selected groups (for example hosted buyers) are approved by our team before their ticket is confirmed.
	[M]
	
	

	R5
	Payment by [credit card, PayPal, other], with correct VAT for business buyers in other EU countries.
	[M]
	
	

	R6
	[Your own requirement, for example: invoices with purchase order number]
	[ ]
	
	



5.2 Scheduled meetings and matchmaking
	ID
	Requirement (situation)
	Prio
	Code
	Vendor comment

	R7
	We define rules for who may request meetings with whom, for example buyers may request sellers but not other buyers.
	[M]
	
	

	R8
	We can cap the number of incoming requests for groups in high demand.
	[W]
	
	

	R9
	Confirmed meetings get a time slot and a table automatically, without double bookings, across [number] days.
	[M]
	
	

	R10
	Participants see and change their schedule on their phone; we can change schedules on site.
	[M]
	
	

	R11
	After the event we can show which meetings took place, per participant and per exhibitor.
	[M]
	
	

	R12
	Online meetings are possible for participants who do not travel.
	[O]
	
	



5.3 Programme, exhibitors and app
	ID
	Requirement (situation)
	Prio
	Code
	Vendor comment

	R13
	We maintain sessions, rooms and speakers in one place, and changes appear in the app and on the website.
	[W]
	
	

	R14
	Exhibitors maintain their own profile and staff within deadlines we set.
	[W]
	
	

	R15
	Participants use an app or web app with programme, profiles, meetings and floor plan.
	[W]
	
	

	R16
	On site, participants check in with a QR code and receive a badge.
	[M]
	
	

	R17
	[Your own requirement]
	[ ]
	
	



5.4 Data protection, security and accessibility
	ID
	Requirement (situation)
	Prio
	Code
	Vendor comment

	R18
	The vendor provides a data processing agreement under Article 28 GDPR as standard. Please attach it.
	[M]
	
	

	R19
	State the country of hosting and list all subprocessors with their location.
	[M]
	
	

	R20
	State your security certifications (for example ISO/IEC 27001) and attach the certificate.
	[W]
	
	

	R21
	We can set deletion periods for participant data per event.
	[W]
	
	

	R22
	Participant-facing pages meet [WCAG 2.1 or 2.2 level AA / EN 301 549]. Please attach an accessibility statement or test report.
	[W]
	
	



5.5 Integrations, data and reporting
	ID
	Requirement (situation)
	Prio
	Code
	Vendor comment

	R23
	Participant and meeting data can be transferred to [CRM or member database name] via [interface or export].
	[W]
	
	

	R24
	We can import participants and exhibitors from a spreadsheet, including from previous years.
	[M]
	
	

	R25
	We can export all our data at any time and at the end of the contract in a common format. Please attach a sample export.
	[M]
	
	

	R26
	Standard reports cover registrations, revenue per ticket type, attendance and meetings held.
	[W]
	
	



5.6 Implementation, training and support
	ID
	Requirement (situation)
	Prio
	Code
	Vendor comment

	R27
	Please attach an implementation plan up to our first event, with milestones and the tasks on our side.
	[M]
	
	

	R28
	State the support hours and response times on event days, and whether a named contact is available.
	[M]
	
	

	R29
	Training for [number] team members is included. State format and duration.
	[W]
	
	

	R30
	State how long the setup of a second, similar event takes once the first is live.
	[W]
	
	



6. Prices
Please use this price sheet so that all proposals can be compared. Prices excluding VAT, in [EUR].
	Item
	Unit
	Quantity
	Price per unit
	Total year 1
	Total years 2 and 3

	Licence or platform fee
	[per year / per event]
	[ ]
	
	
	

	Participants or tickets above the included volume
	[per participant]
	[ ]
	
	
	

	Setup and configuration
	[per event / one-off]
	[ ]
	
	
	

	Support on event days
	[per day]
	[ ]
	
	
	

	Training
	[one-off]
	[ ]
	
	
	

	Ticketing and payment fees
	[per ticket / per cent]
	[ ]
	
	
	

	Optional items (list)
	
	
	
	
	

	Total
	
	
	
	
	



7. References
Please name two customers who run an event comparable to ours in size and format, with a contact person we may call after shortlisting. For each reference, state the format, the number of participants and how long they have used the platform.
8. Demo script for shortlisted vendors
Every shortlisted vendor shows the same situations with the same sample data. Send the sample data with the invitation to the demo.
	#
	Situation to show
	Time

	1
	A buyer registers, is approved by our team and then receives a confirmed ticket (R1, R4).
	10 min

	2
	A seller requests three buyers; one buyer declines; the confirmed meetings get a slot and a table (R7, R9).
	15 min

	3
	On site: a meeting is moved to another table and the participant sees the change on the phone (R10).
	10 min

	4
	After the event: the report of meetings held per exhibitor, and a full data export (R11, R25).
	10 min

	5
	[Your own situation]
	[ ] min



9. Evaluation
Must-have requirements are checked as pass or fail. Proposals that pass are scored as follows:
	Criterion
	Weight

	Fit with the requirements in section 5 (want and optional)
	[30 %]

	Scripted demo
	[25 %]

	Implementation plan, support and references
	[20 %]

	Total cost over [3] years
	[25 %]



10. Submission
Send your proposal as PDF, plus this document with sections 5 and 6 completed, to [email address] by [date, time].
Attach the data processing agreement, certificates, a sample export and the implementation plan.
Proposals remain valid for [90] days. This RFP does not oblige [organisation name] to award a contract.


About this template
This template was created by Converve, a platform for registration, ticketing and scheduled B2B meetings at events. You may use, change and share it freely. It is a practical starting point, not legal advice. If your organisation is a public body, check whether procurement law applies before you send it. converve.com
Event software RFP template · Free template by Converve · converve.com




