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Instructions 

- read carefully before starting




- delete before distributing

· This is a detailed request for proposal document. If you are seeking proposals from vendors for a single system module or single functional modules: using a covering letter and proposal outline response request combined with your functional requirements should be adequate. This proposal is appropriate for larger, enterprise wide systems RFP.

e.g. : single module – procurement
         single function - finance

alternatively, you can use this sample document for smaller projects by deleting the sections not applicable.
· Sample functional requirements are provided in a separate document.

· The less complex your requirements, generally measured by potential fees, the more formal and fixed the vendors response process will be. Vendors will not invest a lot of time completing numerous documents and requirements for a small deal, for obvious reasons. You will in these situations, need to find a balance between their sales process and your RFP format.
· Please ensure you insert your organization name and contacts as appropriate. Please use the find, replace functionality under “Edit” on the top menu to ensure completeness and read the document from start to finish, to ensure it fits with your organizational needs. Fields that will require changes are:

<Organization name>
<xyz>
<xx/yy/xxyy>
Customize the remainder of the document according to your needs.
· This document covers only the general terms and conditions, not the detailed functional requirements. These are included in a separate document and can be easily edited and attached.
· Professional Services Online does not provide legal advice or opinions. Prior to distributing, get this document reviewed and signed off by your internal or external legal council, to ensure it complies with the laws applicable in the country of operation and complies with your organizations risk and legal policies. 
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1. 
Background and objectives
1.1 <Organization name> background

<Organization name> is in the process of selecting new systems. <Organization name> has developed a set of business needs and requirements for these systems and is seeking proposals from vendors for the supply and implementation of these systems.
The purpose of the request for proposal (RFP) is to obtain information and proposals about the availability and costs of the software and technology to meet <Organizations name> business needs and requirements.
<Organizations name> has been in the <industry> for x years and operates in x countries/ states. <Organizations name> prides itself on being xyz. <Organization name> sees this new technology as a way to further and grow this competitive advantage. <Add background information as considered necessary>
Information contained in the RFP is confidential and has been prepared for the specific purposes of preparing a proposal for <Organizations name>. The contents of this RFP may not be disclosed to any third parties, other than the vendor to which it is addressed without the express prior permission of <Organizations name>.
1.2 
System selection project objectives
The primary objective of this system selection project is to identify suitable technology systems and vendors to meet <Organizations name> current and future business requirements, with the intention of signing a contract with that vendor for the purchase of the system and the associated implementation and support services.
<Organizations name> business needs include both functional and operational requirements as well as strategic and differentiating requirements. These have been identified during the course of the system selection project and included as functional requirements and a questionnaire.
Vendors have been invited to respond to this RFP who <Organizations name> believes are potentially capable of delivering on these business requirements at a reasonable cost, from initial high-level research of publicly available information.
1.2 Key system objectives
<Organizations name> has established the following key objectives for selecting and implementing a new system. 
<For example

· Improve margins;
· Improve productivity;
· Improve safety;
· Be able to respond more quickly to a changing business environment;
· Quote faster and more accurately;
· Track jobs more accurately;
· Improve control of the business by providing better information to business managers.
· End>
2. Vendor response information
2.1 How to respond

This RFP closes xx/yy/xxyy at <time>.  The response should include:

· Signed cover letter;
· x printed copies of the response;
· x soft copies of response in Microsoft Office format on CD or memory stick. Confirmation that files have been virus checked required.
Sealed proposals must be received at the reception desk of <Organization name> head office for the attention of <Organization name> system selection project manager, clearly stating “Proposal for enterprise systems for <Organization name> RFP”. The head office address is as follows:
Address:

City:
State:
<Organization name> will not accept delivery of your proposal by fax or e-mail. 

All proposals to be signed by a representative of the vendor authorised to commit the vendor to contractual obligations. 

2.2 Diligence activities and contract
<Organization name> will not make available a data room. The content and appendices of this RFP contain relevant information to assist prospective vendors in developing their proposals.
<Organization name> may invite vendors to conduct on-site diligence activities. The date, time, and place of such activities to be agreed between the parties.
Vendors are expected to complete all necessary due diligence activities prior to signing the contract with <Organization name> to the maximum extent feasible. No issues regarding scope, pricing, transition plans, or other contract level matters may be left to negotiation or resolution past the date of signing the contract. <Organization name> would consider unfavourably any proposal that leaves these items for resolution past the date of signing the contract. 
Although <Organization name> has endeavoured to include in this RFP all information known to it that <Organization name> believes to be relevant for the purpose of your organisation’s proposal preparation, the vendor shall satisfy themselves as to the completeness of their diligence activities prior to signing the contract. The vendor may not change elements of the contract after signing, due to assumptions made by the vendor, unless both parties expressly agree to these prior to signing the contract. <Organization name> has made every effort to ensure the data provided is accurate.
2.3 Vendor contact
A time will be arranged with each vendor to meet the project team to discuss any questions and clarifications required. This will be a two-hour meeting and will be scheduled during the week of xx/yy/xxyy.
On distribution of the RFP, <Organization name> will begin accepting written questions from prospective vendors. All questions must be submitted to the <Organization contact name> who will endeavour to provide a full, complete, accurate, and timely response to all questions; however, <Organization name> makes no representation or warranty as to the completeness or accuracy of any response, nor does <Organization name> undertake to answer all questions asked. 
All inquiries should be made to:

<Organization name> system selection project manager:
Contact number:

Email:

All contacts from your organisation related to this RFP or your proposal must be directed in writing exclusively to <Organization contact name> above. The preferred method of delivering written questions is in writing, by e-mail. Telephonic questions will not be accepted.
All written responses to questions by any prospective vendor will be distributed to all prospective vendors. No questions will be accepted after <time> on xx/yy/xxyy. 
Any conversations or communications concerning this RFP with any <Organization name> employee, officer (other than <organization contact name>), or any consultants or attorneys involved in this process prior to contract award, are prohibited and shall be grounds for disqualification of your organisation.
<Organization name> will not be responsible for ensuring that <Organization name> has received all inquiries. Vendors should follow up, where no response is received to a query. 

2.4 Modification or withdrawal of proposals
You may withdraw your proposal at any time by written notice to <Organization contact name>, prior to <Organizations name> issuance of a notice of intent to award. Thereafter, all proposals constitute firm offers, subject to negotiation and execution of the final contract. Proposals shall remain open and cannot be revoked, withdrawn, or modified for a period of at least three months thereafter.

2.5 Supplemental information to the request for proposals
If <Organization name> deems it appropriate to revise any part of this RFP or to issue additional data to clarify an interpretation of provisions of this RFP, <Organization name> may issue supplements to this RFP. Any such supplement shall be deemed to be incorporated by this reference into this RFP.

2.6 Proposal preparation costs
Your organisation is responsible for all costs incurred in connection with your participation in this process, including, but not limited to, costs incurred with investigations, diligence activities, meetings or discussions, the preparation of a proposal, the provision of any additional information required by <Organization name> to facilitate the evaluation process, and, if required, negotiating the final contract. 
This RFP does not commit <Organization name> to award a contract, to engage in negotiations, nor to pay any costs incurred in your organisation’s preparation of a proposal. Further, no reimbursable cost may be incurred in anticipation of an award.

2.7 Protest procedures
All protests shall be in writing and must be received within five business days after <Organization name> posting of a notice of intent to award.
3. RFP process management

3.1 <Organization name> right to terminate process
<Organization name> can terminate the RFP process at any time and for any reason, or for no reason, and <Organization name> makes no commitments, express or implied, that this process will result in a business transaction with anyone.

This RFP does not constitute an offer by <Organization name>. Your organisation’s participation in this process may result in <Organization name> selecting your organisation to engage in further discussions and negotiations toward the execution of a contract. The commencement of such negotiations does not, however, signify a commitment by <Organization name> to execute a contract nor to continue negotiations. <Organization name> may terminate negotiations at any time and for any reason, or for no reason.

3.2 RFP instructions and conditions
In order to ensure complete and adequate proposals are submitted in response to this RFP, <Organization name> has developed project process guidelines regarding the preparation of proposals and subsequent pre-contract activities. The details are included below:
The response to the RFP must contain the information specified below.  Suppliers, who submit responses that do not conform to these requirements, may be excluded from the evaluation process at <Organization name> discretion.

· Introduction

· Executive summary including summary of pricing
· Ability to meet functional Requirements, in format supplied
· Infrastructure requirements, specifications and recommendations
· Fit gap to existing IT environment

· Implementation approach, methodology and high level project plan
· Access to best practice and benchmarks, general and specific to the solution

· Project resources, including project manager
· Detailed pricing schedules
· Vendor background, history and current clients

· Experience in <Organizations name> industry

· Credentials and references
Proposals must be direct, concise, and complete. Any changes to the content or format of this RFP may be grounds for disqualification. All information not directly relevant to this RFP should be omitted. All questions should be fully answered and not referred to standard sales texts.
<Organization name> will evaluate your organisation’s proposal based upon its clarity and the directness of its answers to the questions posed by this RFP. <Organization name> is interested in the quality and responsiveness of the proposal, not its bulk. To assist you in the preparation of your proposal, <Organization name> is making available a soft copy version of this RFP.  In order to facilitate <Organization name> review of all submitted proposals, please use the electronic version of this RFP in the preparation of your proposal (and provide a Table of Contents, as necessary).

3.3 Vendor relationship

Should a contract be awarded, the relationship of the provider to <Organization name> will be that of an independent contractor and nothing in this RFP or the resulting contract shall be construed as creating any other relationship..

3.4 Late proposals
Any proposal received at the office designated in the RFP, after the time and date specified will not be considered unless it is received before award is made, and: 
· it was sent by mail and it is determined by <Organization name> that the late receipt was due solely to mishandling by <Organization name> after receipt at <Organization name>; 
· it is the only proposal received. 
· <Organization name> time-date stamp clock is inconclusive in determining the exact time of proposal receipt.

· Communication is received prior to the close date, with valid reasons for its delay and <organization name> accepts these reasons as valid.

3.5 Non-conforming proposals
Any proposal may be construed as a non-conforming proposal and ineligible for consideration if it does not comply with the requirements of this RFP. In addition, <Organization name> will look with disfavour upon proposals that appear to be “canned” presentations of promotional materials that do not follow the format requested in this RFP or do not appear to address <Organization name> particular requirements, and any such vendors may be disqualified.

3.6 Acknowledgment of understanding of terms
By submitting a proposal, each vendor shall be deemed to acknowledge that it has carefully read all sections of this RFP, including all forms, schedules and exhibits hereto, and has fully informed itself as to all existing conditions and limitations. 

3.7 Proprietary information
All proposals submitted in response to this RFP become the property of <Organization name> and, except to the extent otherwise provided by law or court order, are exempt from disclosure. By submitting a proposal, vendors agree to indemnify <Organization name> for costs incurred by <Organization name> associated with any challenge to the nondisclosure of proprietary information, and for any damages incurred by vendors should <Organization name> be required by judicial action to disclose proprietary information.

3.8 Conditions
The following terms are applicable to this RFP and your organisation’s proposal:

· This RFP does not commit <Organization name> to enter into a Contract or similar undertaking with our organisation or any other organisation and <Organization name> shall have the right to reject or accept any proposal or offer, or any part thereof (e.g., any component of any proposed solution) for any reason whatsoever, and to accept other than the lowest offer, at its sole discretion. 
· <Organization name> reserves the right to enter into contracts with more than one organisation; can choose not to proceed with any vendor with respect to one or more categories; and can choose to suspend the project or to issue a new RFP for this project that would supersede and replace this one.

· Any recommendations or conclusions from this RFP process concerning the vendor shall not constitute a right (property or otherwise). By submitting a proposal, the vendor agrees to waive any right it may have to bring any claim whatsoever against <Organization name>, its agents and employees, with respect to any matter arising out of any process associated with this RFP.

· Each vendor shall make the following representations and warranty in its proposal cover Letter, the falsity of which might result in rejection of its proposal: “The information contained in this proposal or any part thereof, including its exhibits, schedules, and other documents and instruments delivered or to be delivered to <Organization name>, are true, accurate, and complete. This proposal includes all information necessary to ensure that the statements therein do not in whole or in part mislead <Organization name> as to any material fact.”

· <Organization name> is not restricted in its rights to use or disclose any or all of the information contained in your organisation’s proposal, and can do so without compensation to your organisation. <Organization name> shall not be bound by any language in your organisation’s proposal indicating the confidentiality of the proposal or any other restriction on its use or disclosure. 

· Any contract awarded because of this RFP shall be in full conformance with all statutory or regulatory requirements of the <Home state> and the <Country> Government.

· Any product or service, whether acceptable or unacceptable, developed under a contract awarded because of this RFP is to be the sole property of <Organization name> unless stated otherwise in the contract.

· The timing and sequence of events resulting from this RFP shall ultimately be determined by <Organization name>.

· No oral conversations or agreements with any official, agent, or employee of <Organization name> shall affect or modify any terms of this RFP, and any alleged oral agreement or arrangement made by a vendor with any department, agency, official or employee of <Organization name> shall be superseded by the contract that results from this RFP process. Oral communications by <Organization name> to vendors shall not be considered binding on <Organization name>, nor shall any written materials provided by any person other than <Organization name>, system selection project manager.

· Proposals may be subject to rejection if they limit or modify any of the terms and conditions or specifications of this RFP.

· Proposers shall not issue any news release pertaining to this RFP without prior written approval of <Organization name>, system selection project manager, which may be withheld at such person’s sole discretion. A minimum of two-business days notice is required for approval.

· By responding, the vendor shall be deemed to have represented and warranted that its proposal is not made in connection with any competing vendor submitting a separate response to this RFP and is in all respects fair and without collusion or fraud. In addition that the vendor did not participate in the RFP development process and had no knowledge of the specific contents of the RFP prior to its issuance; and that no employee or official of <Organization name> participated directly or indirectly in the vendor’s proposal  preparation.

· Neither your organisation nor any of your representatives shall have any claims whatsoever against <Organization name> or any of its respective officials, agents, or employees arising out of or relating to this RFP or these procedures (other than those arising under a contract with your organisation in accordance with the terms thereof).

· Proposers shall not, directly or indirectly, solicit any employee of <Organization name> to leave <Organization name> employ, in order to accept employment with the vendor, its affiliates, actual or prospective contractors, or any person acting in concert with the vendor, without prior written approval of <Organization name>. 

4. Evaluation process

4.1 Evaluation, selection and award
Proposals will be reviewed by a steering committee (the “Committee”) appointed by the CEO of <Organization name>. 

4.2 Evaluation criteria

Evaluations will be based on the proposals, and any additional information requested by <Organization name>. The following is a non-exclusive list of criteria to be used by <Organization name> in evaluating each proposal. 

· The vendor’s responsiveness to the questions posed in this RFP, and the completeness of its answers;

· The past performance of the vendor on other similar contracts in terms of quality of work and compliance with performance schedules (for which purposes <Organization name> may solicit references from previous clients, or any available sources, concerning the vendor’s record of past performance);

· The vendor’s demonstrated ability to make available the key personnel, equipment and facilities to perform the services at the time of contracting;

· The vendor’s expertise in managing implementations of this kind;

· The limitation of risks associated with the implementation of the proposed solution;

· The vendor’s demonstration of a quality assurance program with emphasis on customer service feedback and improvements;

· Total cost of implementation, including maintenance, customizations and any other costs associated to a change over;

· Size of client base and penetration in the XYZ industry;

· Vendor support. The ability of the vendor to support the systems where <Organization name> requires support;

· Viability and stability of the vendor

· Technical environment. The level of compatibility with our existing technical environment;

· Ease of Use;

· Functionality. How well the system matches <Organization name> Requirements;

· Feedback from customer site visits. <Organization name> reserves the right to visit existing clients for references and in-situ demonstrations.

4.3 Initial determination of compliance with RFP requirements
The committee will perform an initial review of all proposals submitted. After performing such initial review, the committee may recommend discontinuing the evaluation of any proposal, which the Committee considers unacceptable for the following reasons:

a. 
The proposal is not a reasonable effort to respond to the requirements of the RFP; 
b. 
The proposal contains technical or business deficiencies including, but not limited to, unacceptable pricing, and that discussions with the vendor could not be expected to resolve them. 

Organisations whose proposals are no longer to be considered by the committee shall be promptly notified by <Organization contact name>. The notice shall contain a reasonably brief explanation of the reasons therefore. <Organization name> can waive minor irregularities if, in its judgment, to do so would be in the best interest of <Organization name>.

4.4 Presentations and demonstrations
The committee may invite each vendor to make a presentation and/ or demonstration to <Organization name> at a date, time and location determined by <Organization name>. The purpose of these would be to allow the vendors to present their proposed solutions to <Organization name> and the key points in their proposals. Test data may be supplied by <Organization name> to allow the vendor to demonstrate specific functionality or processes, if applicable during the demonstration.
4.5 Continued evaluation and clarification
The committee will continue the evaluation of all remaining proposals. In continuing such evaluation, the committee may undertake oral clarifications with the vendors. 
The primary function of clarifications in the evaluation process is to clarify ambiguities and uncertainties in the minds of both the vendor and <Organization name>. Oral clarifications provide the opportunity for <Organization name> to more clearly state its requirements and for the vendor to more clearly state its proposal. Proposers are required to convey the technical understanding, management, key personnel, and cost factors in their written proposal, rather than to negotiate such factors through oral clarifications.
 Any or all of the vendors may also be requested by the committee to provide additional written information to clarify items contained in their proposals.

4.6 Competitive range determination
Based on the information obtained by the committee from its continued evaluation of the proposals, including the vendor presentations, and oral and written clarifications, the committee will determine which one or more proposals is in the competitive range for <Organization name>. The committee, at its sole discretion will continue discussions with these vendors. Organisations whose proposals are no longer to be considered by the committee shall be promptly notified by <Organization contact name>. The notice shall contain a reasonably brief explanation of the reasons therefore.

5. Contract negotiation

5.1 Submission of best and final offer
<Organization name> may request that the remaining vendor or vendors to submit, in writing, by a prescribed time and date, a best and final offer to perform the requirements of the RFP.

5.2 Negotiations, contract finalisation and award
<Organization name> will enter into final negotiations with the vendor or vendors whose proposal was ranked best on value to <Organization name>.
If <Organization name> is unable to finalise a contract with the vendor ranked first, <Organization name> may proceed to the next ranked vendor, and so on until a contract is awarded. <Organization name> will award the contract to the vendor the committee believes is the most advantageous and represents the best value to <Organization name>, price and other factors considered.

6. Timetable
The timing for the RFP and subsequent process is:

1. RFP issued to vendors
xx/yy/xxyy
2. Meetings with vendors
xx/yy/ - xx/yy/xxyy


3. Receipt of completed RFP from vendors
xx/yy/xxyy
4. Review and evaluation of responses
xx/yy/ - xx/yy/xxyy
5. Vendor presentations and demonstrations
xx/yy/ - xx/yy/xxyy
6. Contract Negotiations
xx/yy/ - xx/yy/xxyy
7. Planned project Start
xx/yy/zzzz
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