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AHME Request for Proposal and 
Virtual Meeting Vendor Profile Questionnaire 

 
Vendor Name: Community Brands 
 

Web Page: 
eventtechsoftware.com 

 

 

Address:  
 

City: 
Philadelphia 

 State: PA Zip:  

 

Representative/Contact: Scott 
Andryk 

 

 

Telephone:
 312.350.7395 

 Email: Scott.andryk@communitybrands.com 

 

#Years of Experience with Virtual Meetings: I 
have 2+ years experience with virtual meetings. 

 

 

#Years in Business Providing Virtual Meeting Services: The VEC platform has 15+ years 
experience as a virtual conference 
option. 

 

We have categorized the functions that are most important to our organization below.  Please complete the 
questions as to functions within your software.  Specific details may be requested. 
 

 Features for Institute 
 

Availability May 12-14, 2021:  ____Yes  ____ 

 Session Abstract Collection/Review/Scoring 
Y N ?  
Y   Submission Link 
Y   Able to be specifically set up for abstract submission using AHME preferences 
Y   Database of Submitters and Submissions for download to Excel and PDF (narrative info) 
Y   Abstract Review Module to be deployed to team of reviewers 
Y   Report of outcomes available in a downloadable format 
Y   Ability to produce mass communication email for communication with abstract submitters 
   Describe the setup time, knowledge and capabilities for staff to use successfully:   

https://www.eventtechsoftware.com/abstract-and-session-management 
 
 
 
 

    
  

Speaker Materials Collection/Training 
Y N ?  
Y   Portal for uploading bios, photos, PowerPoints, and handouts  
Y   Ability to pre-record presentations? 
Y   Ability to produce mass communication email for communication with speakers 
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 Additional Speaker Materials Collection/Training Questions: 
   When presenter updates slides, how quickly is new content visible to user? 

In a Live Session, new content is available for attendees to see real time. 
 
 
 

   Describe the format needed for pre-recorded presentations: 
MP4 Files 
 
 

   Describe Speaker Training Process for both preparation of materials as well as presentation of 
topic: 
We offer open classes for Speaker Training several times per week. We also provide one-on-
one guidance when we’re pre-recording sessions with Speakers. 
 
 

    
 Presentation Functionality 
Y N ?  
Y   Is there an ability to allow for Concurrent Breakouts and Tracks? If so, is there a limit to 

concurrent sessions? No limit.  
Y   Ability to do multi-tiered breakout rooms within a session 
Y   Does software support a Panel of Speakers for presentation? 
Y   Is Live Chat/Chat Export during event possible? 
Y   Can the speaker show Live Polls during presentation?   
Y   Is there Question & Answer Capability to be used during presentation? 
Y   Are Videos permitted in presentations? 
 N  Whiteboard Functionality within presentation mode 
Y   Presenter Screen Sharing to attendees 
Y   Is there a Recording Options for later viewing? 
Y   Can the recording of sessions be restricted to administrative user and blocked for a viewer? 
    
 Additional Presentation Functionality Questions: 
   What options are there for Integration with another provider such as Zo om or Webex for 

delivery of presentation? 
We use Zoom as our fully integrated system of Session delivery. 
 
 

   Describe process for setting up Polling within a presentation: 
The polling feature for webinar allows you to create single-choice or multiple-choice polling 
questions for your webinars. You will be able to launch the poll during your webinar and 
gather the responses from your attendees. You also have the ability to download a report of 
polling after the webinar. Polls can also be conducted anonymously, if you do not wish to 
collect attendee information with the poll results. 

Hosts and co-hosts can launch polls, but only the host is able to create new polls. Hosts and 
co-hosts are also not able to vote in polls themselves. When launching the poll, they can 
choose whether or not panelists are able to participate. 
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You can have 25 polls added per scheduled webinar. 

    
 Poster Session 
Y N ?  
Y   Abstract Collection in advance 
Y   Poster PDF Upload by user 
Y   Poster Display Format within Technology 
Y   “On-Site” Voting Functionality 
Y   Ability to produce mass communication email for communication with poster submitters 
    
 Additional Poster Session Questions: 
   Is the Virtual Poster Session Presentation live or pre-recorded? 

It’s typically Live, but we can also do this as a pre-record. 
 

   When a poster presenter updates poster file, how quickly is new content visible to user? 
If the Poster Presenter makes changes to their file and reloads it into our Attendee Interactive 
system, those changes will be available to be viewed in VEP within an hour. 
 
 

   Please show how a poster would be displayed to a user and the way an attendee would vote 
on each: 
This can be shown in a demo of our Attendee Interactive Virtual Poster system. 
 
 

    
 Virtual Exhibit Hall  
Y N ?  
Y   Vendor Support Booth Selection & Registration (including payment processing) 
Y   Booth Documents available within online booth? 
Y   Booth Video Presentations - pre-recorded?  
Y   Ability to conduct Live Chat Sessions 
Y   Is software able to restrict times that attendees can interact with vendors? 
Y   Ability to produce mass communication email for communication with exhibitors 
    
 Additional Virtual Exhibit Hall Questions: 
   What other options are available for exhibitors to display logos (i.e., banners, session 

sponsorships, etc.)? 
Lobby Banners 
Sponsored Sessions in the Webcast Auditorium 
Sponsored Sessions/Demos in Networking Lounges 
Sponsored Leaderboard with Gamification 
Sponsored Game 
Sponsor Video in the Lobby 
Sponsored Social Media Wall 
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   Describe the exhibit booth functionality: 

Our Booths have virtually unlimited functionality in terms of displaying videos, active links, and 
pdf’s. They can use a link to screenshare and/or host discussion groups via Zoom, Teams, or a 
Webex Meeting (using their own url link). Attendees can leave a business card, and there’s full 
chat capabilities (group text chat, private text chat, one-on-one video chat). Finally, there’s 
full graphics/branding capability including the ability to upload your own image(s) as booth 
personnel. 
 
 

   How do attendees leave contact information with exhibitors for lead generation? 
Attendees can leave a business card with a personal note. In addition, Booth activity reports 
are provided that document who visited a booth and what actions they took while there. 
 
 

    
 Attendee Experience 
Y N ?  
 N  Is there a Mobile App as well as Computer Access for all content? 
Y   Can Attendee create Personalized Schedule  
Y   Attendees must select only one activity per same time period? 
Y   Is attendee able to change session selections before event or while event is taking place? 
 N  Is attendee able to complete Note Taking on Slides 
Y   Virtual Tote Bag where AHME can share selected items of interest  
  ? Can staff communicate via Push Notifications before, during and after event? 
Y   Messaging between attendees possible? 
Y   Ability to produce mass communication email for communication with attendees 
Y   Is there an ability to set up Discussion Boards/Sessions during the event? 
 Additional Attendee Experience Questions: 
   Describe what the site looks like when attendee enters: 

We have multiple samples of Lobbies, which are totally customizable, that we can show 
during a subsequent demo. 
 

   Describe the Gamification Options (points earned for tasks completed, leaderboard, 
“treasure hunt”): 
Our custom game allows for the organization to assign a variable amount of points to tasks. 
Examples include viewing a Session, visiting a Booth, watching a Booth video, etc. 
Leaderboards are included and optional. 
 
 

   Describe the setting up and maintaining of interactive networking events (ie; fun): 
These events take place in our Networking Lounges and are transmitted via the Zoom 
platform. They can contain live or pre-recorded content. Examples include entertainers, 
mixologists, chefs, discussion groups based on particular content, etc. 
 
 

    
 Post-Session Functions 
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Y N ?  
Y   Customizable Session Surveys and Overall Evaluation 
Y -   Ability to invoke pre-test and post-test on specific presentation material 
Y   CME Tracking 
 N  Certificate Delivery (CME and Attendance) 
    
 Additional Post-Session Functions Questions: 
   Describe available reports for staff to evaluate effectiveness of event: 

We can create/post custom surveys within session descriptions and within the site as a whole 
using the Navigation Tabs. Reporting on those surveys are through excel and are available 
close to real-time. We can also link out to survey monkey or any other survey mechanism 
you’d like to use. 
 
  

 
Other Questions: 
 

 Technology Considerations 
Y N ?  
   Does software Requires Integration with Another Provider such as: 
 N       Zoom/GoToMeeting/Webex 
        Multiple: 
        Other: 
Y   Is AHME Branded Design able to be integrated throughout the platform and communications? 
Y   Are there options to bring in LMS content from other systems? 
  ? Are other Integrations for promoting event available such as: 
      ACGI 
      WordPress 
      Social Media 
    
 Additional Technology Considerations Questions: 
   Describe your production support. Are there extra fees involved? If so, please describe: 

Our PM team creates your site and loads all of the content (you don’t need to figure all of this 
out). We fully manage each Live and Simulated Live session. And our Help Desk is available all 
hours during your show. There is no extra cost with this white-glove service. 
 
 
 

   What is expected response time for software actions for users within the conference? Ie: 
loading pages, presentations, chat responses, etc. 
Our PM and their team are with you and your team throughout the live event to help make 
changes in presentation links, materials. Our session monitors are in each live and simulated live 
session to manage changes real-time. Chat is real-time for all attendees. The Chat help desk is 
staffed live and responses are instantaneous in most cases with a maximum wait time of 15 
minutes. 
 

   Are there limitations of functions when accessing content from mobile app? If so, what are 
these limitations? 
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There is no limitation of functionality, however the set-up of the site is more tabular when 
viewing on a mobile device, and the user experience will be impacted by the size of the 
screen. 
 
 

   Do you anticipate additional bandwidth needed based on attendee numbers and if so, how 
does that affect planning? 
Sessions require a different license depending on expected attendance. And Help Desk 
staffing may fluctuate depending on attendee count as well. 
 
 

   Describe in detail safeguards for protecting and controlling materials (i.e., sharing access with 
non-paying parties, access recording functionality, third-party screen sharing, etc.): 
Attendees must authenticate to get into your event, and we’ll integrate/upload attendee 
data to force a match. We offer permissions based on people groups to give you an 
opportunity to make decisions on who gets to do/see what. Lastly, we don’t currently offer 
protection from someone sharing their log-in credentials with another person, however, only 
one of them can be in the site at any time. 
 
 

    
Service Level (Check all that apply): 
Y N ? Please add pricing to each option selected 
Y   Vendor provides BOTH trained support staff and technology application 

Pricing: 
 N  Vendor provides technology only 

Pricing: 
 N  Vendor provides IT support staff only 

Pricing: 
Y   Vendor coordinates and instructs speakers 

Pricing: 
Y   Vendor provides full management of meeting for duration of the event 

Pricing? 
    
 Additional Technology Considerations Questions: 
   What is expected response time during set-up period? 

You will have a dedicated Project Manager, and they are supported by a back-up 
and an entire team. In general, we commit to white glove service, so response time is 
very quick and certainly same day in the worst-case scenario. 
 

   What is expected response time during the event? 
Immediate – our team is in your event with you and available by messaging, by 
text/cell, and email. 
 

   How will attendees be supported with IT/connectivity issues during the event? 
We can’t individually support attendees with their personal wifi or connection to the 
internet. If someone is having log-in issues, they can email our support team and will get 
a response within an hour (usually much quicker than that). 
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Pricing/Fee Structure and Contractual Requirements 
Y N ? Please add pricing to each option selected 
Y   Vendor works on a project basis  

Pricing: 
 N  Vendor charges hourly rate based on actual number of staff hours worked 

Pricing: 
Y   Vendor requires signed contract 
 N  Cost reduction in exchange for sponsorship opportunity 
    
 Additional Pricing/Fee Structure and Contractual Requirements Questions: 
   Please provide pricing for event as described in enclosed materials.  Anticipate users to 

be 500-1000 total for event with sessions including chat function, polling and presentation. 
Pricing previously provided by Jackie. 
 

   Other licensing and user fees: 
N/A 
 

   Deposit requirements:   
50% upon signature. 
 

   Refund policy: 
N/A unless Force Majeure occurs. 
 

   Guarantees: 
To be discussed/agreed to during contracting process. 
 

 
Referrals: 
 

3 Recent Clients and Meetings of similar activities and size of event 
1. Company Name: Ceridian 
 Event: Various over the last 10 years 
 Contact Name & Email Address: Kristina Cleary (former CEO of Ceridian), 

kristina.cleary@gmail.com 
 

  

2. Company Name: Verified Credentials 
 Event: Various 
 Contact Name & Email Address: Clare Horvik (CMO), chorvik@verifiedcredentials.com 
 

 
 

3. Company Name: SAP Insider 
 Event: Various 
 Contact Name & Email Address: Stacy (VP of Sales), email upon final selection process and 

request 
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3 References from Hospital, Medical School, Professional Society, and/or University Clients 
1. Organization/Institution Name: Additional specific industry References will be provided based 

on final selection process 
 Contact Name & Email Address: 
  

2. Organization/Institution Name: 
 Contact Name & Email Address: 
  

3. Organization/Institution Name: 
 Contact Name & Email Address: 

 
Please attach biographical Sketches on Owners/Principals and Key Support Staff 
Community Brands is a privately held global technology company with 3000+ employees located 
throughout the world. Erin shy is our CEO, and she reports to the Board. Kenny Wall is the GM of our 
Event Tech division. Operations is owned by our VP of Customer Success – Dave Bradfield. More 
details can be provided based on the final selection process and request. 
 
========================================================================= 
 
FOR AHME USE ONLY 
 
SET UP DEMO WITH TASK FORCE? 
 
  Yes 
  Date:  Time:  
   
  No 
  Reason: 

 



 STANDARD EVENT FEES QUANTITY

Per Event Platform Fee Price
Virtual Trade Show for 1 to 30 days*  $10,000.00 1

Per Event Variable Fees Price
Per Booth / Product / Building / Destination $100.00 X

Live webcasts  under 1000 people $600.00 X

Live Webcast over 1000 up to 10000 (please request pricing for 10,000+ attendees) $3,500.00 X
On Demand Webcasts $400.00 X

Archive access for attendees after initial 30 days/per 30 day increment $3,000.00 X

 ONE TIME CUSTOM SERVICE FEES

Custom Service Fees Price Per Hour
Custom Show Floor Creation, Booth and Branding - Beyond Std Templates $220.00
(Please indicate if you want to have customized templates: typically this is 3-4 hours per template Yes or no

Gamification (per game). Maximimum of 10 actions per game $600 X

ATTENDANCE FEES

Attendance Price Per Person
1-5000 $0.00 X

5001-10,000 $1.00 X

10,001-25,000 $0.75 X

ONLINE SUPPORT**

Online Support Rate/hour/person
Weekends/holidays. Weekdays: after 6:00 pm EST/before 8:00 am EST $75.00

 PAYMENT TERMS

50% of Total Fees Due at Signing
Balance Due 15 Days Before (Each) Live Event
Additional Services and Fees not Included above (if any) 
Due Upon Receipt of Invoice

 MULTIPLE  EVENT DISCOUNT (12 month period)

3-5 Events             7%  Discount
6-9 Events             10% Discount
10-12 Events         12% Discount
15+ Events            15% Discount

* Live event for 1-4 days; initial 1- 30 day period includes preview for 
attendees/exhibitors and archive up to  day 30. Includes lobby, exhibit hall, networking 
lounge, webcast auditorium.  Fix Price set up:  Event set up, access to event staff, 
education and best practices, including "drop in" presenter orientation and booth 
building classes. Includes simple registration for one user type where no fee is charge to 
attendees.  Online support is included weekdays 8 am ET-6 pm ET. 

** Online help is required 30 minutes before show opens and 30 minutes after show 
closes.  The hourly rate for weekends, holidays and off hours is determined by 3 people 
per every 1,000 attendees on show open day and 1 person per 1000 attendees on 
subsequent show days 



We’re here to help.
We know event planners have many jobs to do. From managing content and speakers, to 
satisfying the needs of exhibitors and sponsors - you have a lot on your plate.

Learning every aspect of your virtual event software and ensuring technical requirements are 
met, should not be another thing you need to manage. 

At the Event Tech Group, we act as an extension of your team: advising you on virtual event 
best practices, setting up your conference content in the platform and training you and your 
stakeholders on how to utilize the software. We are there throughout the process to help ensure 
your event deployment is smooth and successful.

Virtual Conference 
and Event Services



Our Commitment to You and Your Event.
We are committed to the success of your event. That’s why we offer the following services to 
aid in your event planning and execution.

• Account Managers
	 Our dedicated team of account managers are here to assist you with your event planning and 

to help you get the most out of your event technology. Having years of experience in the event 
and trade show industry, these event experts provide advice on event design, timelines and 
optimal execution strategies. 

• Staff Training
	 Your team will learn how to navigate and use the virtual conference platform through training 

sessions with your organization. These trainings allow your team to become familiar with the 
platform, ask questions and discover helpful software features.

• Trainings for Exhibitors and Sponsors 
	 Providing a positive experience for your exhibitors and sponsors starts with them being able 

to effectively navigate and use the virtual conference platform. We will train your exhibitors 
and sponsors on how to update booth content, change booth appearance, and manage their 
company profile within the virtual conference platform. Additionally, there is access to a team 
of graphic artists to assist with making their vision a reality.

• Content Management
	 Need help getting your event content into the platform? Let us do the heavy lifting. We’re able 

to import session data, attendee profiles, exhibitor information and more.

Ready to get started?
Contact us at www.eventtechsoftware.com 
or ETGSales@communitybrands.com



Template    
Options

Successfully moving 
your in person event 
to a virtual platform 



LOBBIES



Lobbies



2019 Lobby #1 - Corporate (live)



2019 Lobby #2 - Career Fair (Live)



2019 Lobby #3 Outdoorsy



2019 Lobby #4 - Minimalist (Light)



2019 Lobby #4 - Minimalist (Dark)



LOBBY template (Blue 3D)



LOBBY Template 2 (Green 3D)



LOBBY Template 3 (Red 3D)



NETWORKING 
LOUNGES



Networking Lounges



2019 Lounge #1 - Corporate Style



2019 Lounge #2 - Career Fair (Live)



2019 Lounge #3 - Outdoorsy



2019 Lounge #4 - Minimalist - Light



2019 Lounge #4 - Minimalist - Dark



Lounge Template (Blue 3D)



Lounge Template 2 (Green 3D)



Lounge Template 3 (Red 3D)



WEBCAST
AUDITORIUM



Webcast Auditorium



2019 Webcast #1 - Corporate Style



2019 Webcast #2 - Career Fair - Blue



2019 Webcast #4 - Minimalist - Light



WEBCAST Auditorium template (Blue 3D)



WEBCAST Auditorium template 2 (Green 3D)



WEBCAST Auditorium template 3 (Red 3D)



HALLS



Halls



Green 3D



Red 3D



Blue 3D



Corporate Style



Career Fair Blue 



Minimalist Light 



EXHIBITOR
BOOTHS



Exhibit Booths



2019 Booth #1 - Corporate Style



2019 Booth #2 - Career Fair - Blue



2019 Booth #3 - Outdoorsy



2019 Booth #4 - Minimalist - Light



2019 Booth #4 - Minimalist - Dark



Booth Template 3D



The Virtual Event Place: 
Where your community comes to life. 
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