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Background Information

· This section is comprised of a number of elements:

About Your Company

· Describe your company – How does it create revenue? What is the size of the firm?
· Mention the current system used to complete the activity that requires a change
Purpose of the Request for Proposal

· Outline the business drivers and the purpose of the RFP
Vendor and Product Evaluation Process

· Identify the selection criteria that will be used to evaluate each proposal (e.g., cost, functionality, written response format)
Request Recipients

· Optionally, identify who else is receiving this RFP
Response Details

· Be very specific about how and when the response must be received and to who the response must be addressed
General Guidelines

· It is a good idea to include a generic disclaimer written by your legal department. The disclaimer should state:

· The company does not assume any responsibility for the costs incurred in the preparation and presentation of the response to the request
· The company has no obligation to acquire the product
· The information contained in the RFP is proprietary
· That no additional contact with firm members (other than the contact specified in this proposal) to acquire further information is allowed
· The company’s terms and conditions
Format of Response

· A response format can be identified for ease of review and comparison
The Project

· Briefly describe and provide background information about the project (e.g., the business problem/opportunity, the business circumstances that lead to this initiative)

· Outline the objectives of the project and its desired outcomes
· Explain what technology and/or resources are in place today and why it needs to be changed

· List at a high-level the components that are within and outside of the scope of the project
· Identify the project’s approach and timing 

· Outline a list of key definitions to prevent any miscommunication. This is only for key/important terms that need to be understood prior to reading the RFP. Other terms and acronyms are identified in the glossary at the end of the template  
High-level Requirements

· This section is comprised of all the high level requirements including:

· Any specific instructions when responding to the requirements section (e.g., identification of standard, configuration and customized functionality)
· The functional and technical requirements
· A technical overview of standard hardware can be outlined in this section (i.e., desktop and laptop specifications)
· Reference requests
Implementation and Support

· This section requests information on implementation and support details such as:

· Conversion (i.e., from the old system to the new system)
· Documentation and online help
· Training
· Vendor support
· Implementation methodology
Pricing

· Identify the pricing components that are required
Glossary

· Define technical terms or acronyms used in the document
Company Name














Request for Proposal Template


Project Name





October 20, 2010


v1.0












