
Feature
Have this 
Capability

Do Not Have 
This Capability

Included or 
Added Cost Comments

Security
Are you PCI DSS Compliant Yes Included

Are you GDPR Compliant Yes Included

Do you have data centers in the North America?  Please list Countries Yes Included

Do you have data centers in the Europe?  Please list Countries Yes Included This is on our product roadmap for end of 2022

Do you have data centers in APAC?  Please list Countries No

Does you system provide fields that only the admin has access to the data? Yes Included

Are you willing to do a Security audit if you are selected Yes Included

Are you ISO 27001 Compliant Yes Included

Do you have a data privacy policy? Yes Included



Feature
Have this 
Capability

Do Not Have 
This 
Capability

Included or 
Added Cost Comments

Site Selection/Sourcing 

Please describe the process of updating or adding venues to your system  Yes Included
Venues can be added to our system at an account or organization (brand/business unit) level.   
Locations can be unique venues or internal office space. 

What specific “hotel description” fields feed into availability/bids reports? E.g. property name, contact info, 
website, etc.  Yes Included

Hotel Name, Hotel Address, Distance from Point of Interest, Star Rating, Meeting Space, Amenities & 
Services, Photo Gallery, Guest Room Count, Location

How are the venues meeting floor plans integrated into RFP responses? Yes Included
Floor plan responses are submitted to planner via email with both response and attachments, as well 
being captured within the system for one centralized view.

Is there a way to maintain   preferred vendor indicators in the site selection system? Yes Included
Companies can curate their venue collection including preferred partners, up to 4 negotiated rates, 
special packages, custom content and custom contacts at a chain, brand, property or venue level.  

Please describe your vendor database Yes Included Over 150,000 hotels and 20,000 venues globally

RFP

Do you have sourcing rules and a decision tree for small vs complex meetings? Yes Included

Describe the process to maintain accurate contact information at venue level?  Global Sales Reps, Sales 
Departments, etc. Yes Included

Groupize has direct connects to content sources with nightly updates, in addition to the propertly 
level contacts in the system, companies can add any custom contacts at a Global, National or Local 
level based on Chain, Brand or Property. 

Describe the process to maintain accurate chain alignment. Yes Included
Groupize has direct connects to content sources that update nightly, in addition, companies can 
curate their venue collection within the system. 

Describe the process to maintain accurate closure or openings of venues. Yes Included
Groupize has direct connects to content sources that update nightly picking up changes, add's and 
delete's, in addition, companies can deactivate any venue from search results.  

Does the tool have the ability to transfer data from the meeting request form directly into the RFP? Yes Included Groupize also has multiple sourcing work flows - self service, full service and expert assist (hybrid)

Does the tool have the ability to attach documentation to the RFP for distribution with the bid? Yes Included
In addition to attachments at the event level, companies can pre-configure all bids to go with an 
attachment such as a hotel addendum. 

Does the tool have the ability to respond to RFP’s for meeting related suppliers OTHER than Hotels?   Yes Included
Venue space such as Convene, Breather, Regus and unique venues via TripleSeat, and companies can 
add in their own unique venues.

If so, please list options available. 

Describe the ability to award the RFP to a non-participating vendor within your tool. Yes Included

Venues do not need to 'participate' in Groupize, we do not have participation or marketing fees, 
companies should not have non-participating venues.  However, if this did arise, venue information 
can be entered at the event level post sourcing. 

Elaborate and provide sample responses from vendors to the RFP’s. Yes Included

Groupize captures all communications between planner and vendor with both structured fields and 
unstructured data, we capture all attachments such as BEO, Menu, Contracts and manage all changes 
such as date, requirements, etc.  Responses are accessible in planners email inbox as well as in our 
system. 

Can the tool create multiple   RFP templates (Example:  Rooms only, Meeting space only, Full Meeting:) Yes Included
Groupize manages rooms only, event space only and full event and is supported by a rules engine and 
multiple workflows including self-service, full-service and expert assist (hybrid).

Does the tool have the ability to send out Request for Information (RFI) instead of RFPs with measurable 
results within the tool? Yes Included

Groupize sourcing module is called eBids, not eRFP's, with this flexiblity vendors can be notified if this 
is an RFI versus a bid in an active sourcing stage, all responses are captured and a cost comparison 
report can be generated. 

Does the tool have the ability to award an RFP to multiple venues for the same event without having to 
create separate events per venue selected?   (Example, an event requires 3 contracts at 3 venues due to 
size of event and need aggregated spend data associated to the one event. Yes Included
Can the tool show historical awarded data at the RFP creation phase?  (Example:    has hosted 3 events at 
this venue, with hyperlinks to the historical events as reference to the sourcing teams) Yes Included
Does the tool have the ability to capture RFP responses, final planner decisions, and dynamically capture 
savings and or overages based on negotiations and decisions?   Yes Included

If so, please detail the process. 

The system captures and compiles all RFP repsones, tracks how business was awarded and can report 
on savings or overages, however as vendors are typically not using the eBid tool post initial bid, 
entering the data would fall on the planner. 

Does the RFP give the bidder the option to itemize meeting space daily/total pricing? Including multiple 
breakouts and even spaces  Yes Included



Does the RFP give the bidder the option to itemize multiple room rates and categories?  (i.e. Staff rooms, 
attendees, VIP rooms) Yes Included

Preferred Suppliers / Procurement / Strategic Sourcing 

Does your system have a procurement module?   Yes Included
Groupize supports approvals and contract signature requirements, but not integrated with payment 
systems

Can preferred suppliers (air, hotel, car, and limo) be loaded into the system?   Yes Included
Preferred venues, hotels and non-hotel venues, can be loaded into the system, via integration with 
SAP Concur, air, car and limo suppliers are accessed. 

Are these preferred suppliers part of the site selection process? Yes Included

Please describe how preferred suppliers are identified in the system. Yes Included
Groupize has two flags: Preferred and Negotiated and custom content for feature flags, such as 
cleanliness protocol. 

Can the preferred properties be entered and maintained separately by instance of tool? Yes Included Groupize can access negotiated rates via the GDS and allow for maintenance within the system. 

Does tool have the ability to report on supplier response rates and detail?  If so, please detail. Yes Included

Groupize has a business intelligence reporting package via Tableau that shows supplier response rate.  
Groupize automatically follows up with venues that have not responded at 24 and 72 hours post bid 
submission. 

Does the system provide for a database of other suppliers such as destination management companies, 
florists, Global events, etc? Yes Included

Accessible via our portal page, all additional services can be marketed; our rules engine can determine 
how to get the user to the right vendor/solution.

Does the tool have the ability to default to preferred suppliers only?   Yes Included

Can non-preferred suppliers be eliminated as choices within the tool?  Yes Included
Describe on any of the above if there are limitations based on separate instance versus across all agency 
instances.   No

Groupize has a multi-tentant hierarchy and supports unlimited instances, each with the option to 
have their own unique rules. 

Contracts 

Does the tool have the ability to “house”   contracts and contract templates?  If so, please detail? Yes Included
Contracts, contract templates and addendums can be attached at an account or organization level 
and sent with all bid requests.

Does the tool have the ability to allow   users to attached contracts or contract templates to meeting 
leads? Yes Included Attachments can be pre-configured/mandated OR attached to each request. 
Does the tool have the ability to pre-populate   contract templates with information entered or selected 
during the registration and/or RFP process?  If so, please detail the process. Yes Included Groupize has templates for registration 

Meeting Request Forms (differentiated from Attendee Registration) 

Please detail the Meeting Registration system or software you propose for registration of   events.   Yes Included Groupize is the meeting registration platform. 

Please list the capabilities and processes for the system. Yes Included
Groupize supports meeting registration for in-person, hybrid or virtual meetings; as well as 
documenting meetings managed in the Groupize system or sent to another tool for sourcing. 

Do you already have a system in place? If your current system would require additional development to 
meet the specifications as outlined herein, please clearly articulate the enhancements required, estimated 
timeline and potential costs to   of the development. Yes Included

Is your system equipped with decision technology supporting our requirement to evaluate input provided 
by   personnel for completeness and/or specific content and automatically route their request to the 
appropriate automated process or human resource, including the automated assignment of unique 
meeting numbers for each registration? Yes Included

Can your meetings request technology automatically create and populate registration sites or RFPs? Yes Included

Can your meetings request automatically populate budget categories? Yes Included

Can you create custom questions in the Event Request Form? Yes Added Cost

Can you create Templates in Event Request Form? Yes Added Cost

Meeting Calendar
Does the system maintain a meeting calendar summarizing all the meetings at the corporate level and 
separately at the business unit level. Yes Included

Please describe what flexibility is available  
We support viewership requirements, meetings are visibile by calendar view, list view and map (duty 
of care) view. 

Can these calendars be exported Yes Included



Inventory Management 

Does the tool provide real time inventory management? Yes Included
Groupize manages hotel room blocks, live hotel room bookings and inventoried items such as tickets, 
merchandise or sessions. 

If not, please detail what, if any, functionality the tool provides for inventory management? 

Event Management Budgeting and Reconciliation 

Can you enter actual spend into the system? Yes Included

Can you create actual vs. budget reporting? Yes Included
Does the tool have the ability to allow   to tailor a budget template based on   specific data?  If so, please 
detail the process.  If not, does the tool have a budgeting function based on industry averages?  If so, 
please detail the process and provide a sample of such a budget. Yes Included

Groupize includes budget templates pre-sourcing and post sourcing, both at the venue level, as well 
as at the entire event level. 

Does the tool have the ability to capture actual spend data throughout the planning process? If so, please 
detail the process? Yes Included Initial bid is entered by the venue, all other costs are entered by the planner. 
Does the tool have the ability to compare actual spend detail to budgeted spend detail?  If so, does the 
tool have the ability to prompt the planner for rationale behind any negative gaps? Yes Included

Please articulate the tool’s ability to support reconciliation to original budgets. Yes Included Groupize does not have automated reconciliaton but has all requirements for planner reconcilation. 

Does the system provide for estimated budgets for the chosen sites? Yes Included Groupize tracks initial offer through to final cost for venues. 

Does the system allow for automated ‘approval of budget’ system?  If so, please explain in detail process. No Groupize requires a user to approve a budget. 
Can the tool pull the awarded vendors RFP financial responses directly into the budget module without 
manual entry?  Yes Included

Cancelled Space

Please describe in detail the tool’s ability to post  ’s cancelled space for   to view cancelled space, by 
individual instance as well as by administrator Yes Included

Groupize offers hotel curation that includes custom content to be loaded for any property and 
available to all or some user groups, this custom content would be loaded by an organization member 
for others to view. 

Does the system provide for "open inventory" or "cancelled space" alerts so that other business units can 
access the hotel space and save on attrition?  Yes Included

If so, can an administrator designate who has access to view these alerts?  By business unit or   agency? Yes Included

Live Hotel Bookings

Does is it offer live hotel bookings? Yes Included

Does it integrate with the GDS or OBT? Yes Included

Does it pull company or agency negotiated rates? Yes Included

Can you manage a hotel room block with live inventory? Yes Included



Feature
Have this 
Capability

Do Not Have 
This Capability

Included or 
Added Cost Comments

Registration

Does the system provide for attendee/event registration?  Please describe what is included. Yes Included

Website creation, invitations, RSVP's, attendee registration, communication 
engine, travel management for hotel and air, sessions, items, payment and 
logistic reports. 

Does the system provide for group registration, if so please   describe the process.   Yes Included
What modules are part of the registration solution?  Please identify what is included in versus what would be an 
addon feature.  Yes Included

There are NO additional fees for registration functionality, including per attendee 
or per user.

Does your solution allow for log back in capabilities?  If so is it a portal based approach or a review your 
registration and make changes. Yes Included

We support portal based for planners and web access for attendees to make 
changes to their registration. 

Does the tool have the ability to allow the planner to build a simple or complex attendee registration website 
without supplier involvement?  If so, please detail the process.  If not, please detail where and to what degree 
supplier involvement is required.  If supplier assistance is required, outline any additional costs associated with 
assistance in building an attendee registration site. Yes Included

Groupize is the self-service tool of choice by many companies.  Supplier 
involvment is optional and fees would be charged by TMC or Third party. 

Please articulate the tool’s ability to modify the registration site to accommodate changes to schedules and 
functions, including attendee invitations. Indicate where/if supplier involvement is required. Yes Included

Groupize is a do it yourself platform and all changes can be made by a planner, no 
supplier involvement is required.

Do you have a Housing Module Yes Included Groupize has both room block and live booking functionality for housing.

Do you integrate with other housing platforms? Please list. No Included
We can direct attendees to other housing platforms to make a booking, but there 
is no integration.   We do have integration with Concur Travel for hotel bookings. 

Please describe how travel requests are handled in your system Yes Included
Each event can be configured to the needs of the event - either full service or self 
service in Concur for air, car, and/or hotel.

How do you link to an external booking tool/TMC’s Yes Added Cost
We have the industries only real time two way push/pull with Concur Travel and 
are integrated with multiple GDS's.

How does your solution handle trip extensions Yes Included
Trip Extensions can be offered or prevented, approvals can be managed in 
Concur.

Does the platform offer the ability to support a virtual meetings component? Yes Included

Do you integrate with other Virtual Platforms? No Can link out to any virtual platform after using Groupize for registration. 

Do you have attendee types? Yes Included

Do you have conditional logic? Yes Included

Do you support multiple languages? Yes
Choose from event website design templates Yes
Optionally secure event website by requiring a password to view the content Yes

Onsite Solution

Do you provide an onsite checkin solution? Yes Added Cost

Does your solution allow for self checkin? Yes Added Cost

Is this a cloud based solution? Yes

Do you allow for QR code checkin? Yes

What type of printers do you offer? Please list Model #'s No

Payments

Does your solution handle payment processing Yes Included Groupize integrates to Stripe and has secure encrypted credit card capture.
Offer early-bird discounts Yes Included
Establish promotion codes/coupons with expiration dates and capacity limits Yes Included
Automate volume discounts for group registration Yes Included



Provide dynamic registration pricing based on contact types Yes Included
Accept donations in amounts chosen by registrant Yes Included
Offer purchase of optional items such as books, shirts, or tickets Yes Included
Allow registrants to send partial payments, or choose to accept only complete payments No Included
Automate refunds according to custom refund policy No Included
Real-time credit card processing Yes Included
Set tax rates and service fees Yes Included
Elect to delay processing of credit card to a later time Yes Included
Track payments made outside of system Yes Included
Connect to an existing merchant account or acquire a new merchant account Yes Included
Direct deposit of all payments into planner's merchant account Yes Included
Receive automatic notification of failed transactions Yes Included
Assign general ledger (GL) codes to event fees for easy integration to accounting platform Yes Included
Safely process fees via Payment Card Industry (PCI) compliant provider Yes Included



Feature
Have this 
Capability

Do Not Have 
This 
Capability

Included or 
Added Cost Comments

Reporting 
Does the system provide for management reporting?  Please list examples of the most popular 
reports. Yes Included # of bids, Events and # of Registrations by Account and Organization, # of Bookings over time, Initial Bid vs Negotiated Savings, Air Booking Window, Sourcing Booking Windo,  Air Spend, Air Savings Opportunties.

Does the tool have the ability to report on actual supplier usage? Yes Added Cost Production by spend and room night at event level, organization level and account level for both hotel and air booked in Concur.
Does the tool have the ability to report on key metrics across suppliers?  If so, please articulate 
available metrics. Yes Added Cost For hotel sourcing: Spend by Chain, Brand or Property, use of Preferred Suppliers, use of Negotiated rates, total air spend for events and more.
Does the tool allow   to define a new metric and then report on this metric across suppliers?  If so, 
describe in detail if there are any limitations, fees, or timelines associated with adding new metric? Yes Added Cost Custom Reporting via Tableau
What kind of reporting can you do for the meeting planner (types of arrival/departure manifests, 
savings analysis, etc), and is there any customary charges or fees for providing this service? Yes Included See Screen Shot for Logistical Reports for attendee and travel management
Can a separate portal be created to allows Non licensed users ability to pull a report?  If so please 
describe. Yes Included

If so does the portal allow users to create own reports No
Describe the accounting and reporting capabilities that   would realize as output from the registration 
system.  Explain the process. Yes Added Cost Groupize registration module can manage both expense and price for attendees, fully configurable based on requirements and all standard reports exportable by Excel or customizable via Tableau
Does the tool have the ability to allow access by   to export any/all data fields directly from the 
database in an Excel compatible format? Yes Included All reports are exportable to Excel. 

Please include data sources and any assumptions made in the compilation of the savings reports. Yes Included Venue, planner or administrative user roles.
As an administrator, can we restrict the meeting planners to only have access to their meetings, 
including viewing, creating, or running their own reports?  Please explain process. Yes Included Viewership is controlled by a robust rules engine.
Does the tool have the ability to report in multiple currencies?  Can it also convert to the local 
currency of the user? Yes Included We support all currencies but not conversions, that is for company policy to dictate conversion.
Does the tool have the ability to generate invoices to vendors, clients or any party involved in meeting 
along with reporting? No
Does the tool have the ability to send customized messaging based on pending responses to amounts 
due? Yes Included To attendees, but not to vendors. 

Do you have a business intelligence module for aggregated reporting and dashboards Yes Added Cost



Feature
Have this 
Capability

Do Not Have 
This 
Capability

Included or 
Added Cost Comments

Virtual

Do you have a Virtual component Yes Included We also support Hybrid

Do you have a preferred Virtual solution that links to your environment No This is the company's business decision

If you work with outside Virtual solutions please provide a list and identify added costs No

Does your system pass User access details to Virtual Solution No

Does your system scheduling capabilities to Virtual Solution No



Feature
Have this 
Capability

Do Not Have 
This 
Capability

Included or 
Added Cost Comments

Attendee App
Virtual, hybrid and in person capabilities Yes Included
Webapp for virtual, hybrid or in person attendee experience Yes Included
Speakers Yes Included
Agenda Yes Included
Sponsors Yes Included
Mobile App Yes Included
Annoucements Yes Included
Upload Resources Yes Included
Virtual Meetings Yes Included
Timezone Management Yes Included
Attendee Display and Engagement Yes Included
SMS Messaging Yes Included
Survey No Included
Virtual Webcasting No Included
1:1 scheduling No Included
Lead Retrieval No Included



Feature
Have this 
Capability

Do Not Have 
This 
Capability

Included or 
Added Cost Comments

Life Sciences
Perform real-time license validation of Healthcare Practitioners (HCPs) via MedPro's database of 26 million records Yes Included
Transfer of Value report is created to facilitate Open Payment (Sunshine Act) compliance. Yes Included

Budget by Attendee type Yes Included



Feature
Have this 
Capability

Do Not Have 
This 
Capability

Included or 
Added Cost Comments

Travel 
Connect to a dedicated instance of Concur Travel Yes Included
Integrate the Concur Travel booking experience in an email, registration site or event booking page Yes Included
Access profiles for Concur Profiled Travelers Yes Included
Push Hotel Room confirmation details (TripLink may be required) Yes Included
*The Concur App & Profile integration does not include the Concur Third Party Registration Module which needs to be purchased directly from Concur. The Concur Third Party Registration Module is an optional feature but enables the following functionality in Groupize:Yes Included
Create shell profiles for non-profiled travelers Yes Included
Create event specific rules to be enforced within Concur Yes Included
Handle event specific payment for non-profiled and profiled travelers within Concur Yes Included
Impport PNRs from any GDS Yes Included
Instant booking business rules and accessibility via the Travelport Universal API Yes Included
Direct Connect Integration with the Travelport Universal API for rates, availability, terms, conditions, and booking capabiltiies Yes Included
Negotiated Rates: The Service is able to display BAR Rates in real-time and Negotiated Rates when enabled for viewership in the Travelport GDS of Apollo or WorldspanYes Included
IATA: The Service is able to associate each Site to a Partner IATA and to shop negotiated rates by Pseudo City Code via the Travelport Universal APIYes Included
Preferred Hotels: The Service is able to display preferred Properties and limit brands that are active and displayed within the shopping experienceYes Included
Event Booking Pages: create and publish dedicated website for an event Yes Included
Content including property description, amenities, photos, and event space diagrams from the Groupize database and/or the Travelport Universal API.Yes Included
Authorized Users are able to book sleeping rooms in real time by guaranteeing with a credit card Yes Included
Email confirmations automatically triggered to Travel Arranger and Travelers Yes Included
Creation of live PNR's in Travelport GDS for each room booking Yes Included
View and cancel all instant bookings through the Attendee Dashboard Yes Included
Export reports for all the bookings and includes all fields Yes Included
Option to push each room booking into Concur for Concur Connected Clients (additional fees apply) Yes Included
Integrate with Travelport Global Distribution System Yes Included
2-Way Push and Pull Integration with Concur Travel Yes Included
Import rooming list for pre-populated designated assignment of rooms Yes Included
Instant Block: book from a negotiated block code loaded by a hotel in a Travelport GDS in real time Yes Included
Define payment options for rooms Yes Included
Manage rooms by attendee or event organizer Yes Included
Online cancellation and modifications Yes Included
Collect hotel, flight and car rental requests Yes Included
Automate email notification for travel requests and modifications Yes Included
Gather additional information such as seating preference Yes Included



Block off rooms for attendees based on negotiated room blocks Yes Included
Monitor room blocks across all properties in real-time Yes Included
Show different property and room options based on contact type Yes Included
Mandate input of credit card information for hotel reservations Yes Included
Charge registrants for hotel rooms based on negotiated daily rates Yes Included
Collect departure and arrival requests Yes Included
Import registrant flight details Yes Included
Track booked flight details and easily execute airport pick-up and transfer schedules Yes Included
Personalize itineraries, directions and confirmations Yes Included
Grant hotels or travel agents access to relevant reports Yes Included



Feature
Have this 
Capability

Do Not Have 
This 
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Added Cost Comments

Client Support
User-friendly interface to create events quickly and easily Yes
24 hour live phone support 7 days a week Yes
Custom Training Yes
Phone and email support Yes Average emails responsone time is 3 minutes
100% of calls answered in under 60 second Yes Avg response time is 31 seconds
Online Chat Yes
Dedicated relationship manager Yes
Nothin to install, download or update Yes
Unlimited, free online training Yes
GIA - Groupize Interactive Advisor Yes
Live webinar training sessions Yes
Pre-recorded training videos available Yes
Complimentary pre-launch event consultation Yes
Option for full-service event creation and design team Yes
Instant access to new features and upgrades Yes

Online Guided Tours and Advisor (GIA) Yes





Groupize has become a leader in enterprise meeting management due to key differentiators that benefit planners, attendees, and the enterprise alike.  

Notable distinctions:
•All in one end to end platform for both full service and self-service use cases
•Ease of use due to modern and consumerized UI
•Built from the ground up as an enterprise solution with no per user licenses
•Multi-tenant platform built for global deployment
•Robust functionality to meet the unique needs of events in any department
•Innovation product roadmap aligning with customer first vision
•Value and ROI
•Enterprise grade security and reliability
•Industry leading customer service and dedicated senior management support
•Exclusive integrations to core in-house travel and expense tools (SAP Concur and Travelport)








