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Agenda
• RFPs are essential to successful project outcomes.

• The Foundations of Procurement Excellence.

• Organizing Your Next RFP for Procurement Excellence.

• Putting “RFP Excellence” into Practice.



Speaker(s)

Upcoming Workshop Series
Better RFPs, Better Projects
Learn Practical Tools to Improve Your Next RFP
August 17, 24, and 27

• Develop an effective Statement of Work
• Elevate your RFP practices to become a "Client of Choice"
• Implement practical RFP tools, templates, and structure
• Improve the speed & efficiency of your Evaluation Process



Center for Procurement 
Excellence (CPE)



Center for Procurement Excellence (CPE)

CPE is a non-profit, member based 501(c)6 membership 
organization

MISSION
Improve effectiveness of RFPs for public and private 

organizations worldwide

GOAL
RFPs that emphasize the CPE Principles of 

Fair, Open, Transparent, Value, and Integrity



CPE specializes in 
High-Performing RFPs



1) Prepare & Advertise

1Advertise

Procurement Process



Vendors Submit Responses

1Advertise

Procurement Process

Vendor
Responses



2) Evaluate Responses

1Advertise 2Evaluate

Procurement Process

Vendor
Responses



3) Award Contract

3Award1Advertise 2Evaluate

Procurement Process

Vendor
Responses



RFPs are Essential 
to Successful Project Outcomes



Fair: Equal Opportunity to WinImportance of a High-Performing RFP

RFPs are a direct 
reflection of your 
organization and project.
Is your RFP…
• Organized vs. Scattered?
• Professional vs. “Thrown Together”
• Easy-to-Follow vs. Confusing?
• Tailored vs. Recycled?
• High-Performing vs. “Same Old”?



RFPs are often 
associated with 
major, complex, and 
high-impact initiatives.



What We Have Seen…

Client

Vendor

Vendor

Vendor
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What We Have Seen…

Client Vendor



Client Vendor

Client Team Vendor Team

?

What We Have Seen…



“The greatest risk I face
is how to accomplish 

all of the things 
that our sales team 

promised we could do.” 



Putting it in the contract does not make it so.



Problems?



RFPs can be
challenging 

to get “right”?



Have you ever experienced…

• Promises that are not fulfilled?

• Too much marketing & sales? CONFUSING EVALUATIONS!

• Project Teams who are misaligned on their needs?

• Failed negotiations and cancelled projects?



Who says they are the best?

Vendor 1

Vendor 2

Vendor 3

Vendor 4

Higher Performer

Lower Performer



All Procurements Are Urgent!

90% Urgent

10% Extremely Urgent



What can we do 
to move procurement

into warp speed?



Common Things that Slow Down Procurement
• Poor quality Statement of Work.

• Procedural items that are “clunky” or poorly coordinated.

• Lack of commitment from users, evaluators, and/or executives.

• Lack of clarity on what (and how) to evaluate.

• Large volume of proposal materials.

• Lack of interest from high-performing vendors.



Goal:
Become a 

“Client of Choice”



What is a Client of Choice?
• Vendors want to propose on your project…

– With their best people
– In a thoughtful manner
– With their most competitive pricing

• Internal Clients see RFPs as a Value-Creator…
– Bring innovation
– Identify the best approach
– Bring solutions to minimize risk in execution

• Because you are fast, efficient, organized, and professional!



Foundations of 
Procurement Excellence 



Foundations of Procurement Excellence

• Fair

• Open

• Transparent

• Value

• Integrity



Foundations of Procurement Excellence

• Fair

• Open

• Transparent

• Value

• Integrity

For each, let’s discuss:

What does it mean?
Why is it important?

How to accomplish it?



Foundations of Procurement Excellence

• Fair: provide all vendors with a fair & equal opportunity to win.

• Open

• Transparent

• Value

• Integrity



Foundations of Procurement Excellence

• Fair: provide all vendors with an equal opportunity to win.
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Fair: Equal Opportunity to Win

From a Vendor’s 
perspective, 

Clients are not all 
equal.



Fair: Equal Opportunity to Win

– Pre-Conceived 
– Restrictive
– Too Fast
– Unrealistic 
– Too Much
– Biased
– Misunderstands Needs

– Discourages Vendors!

Perceptions of Owner
being Unfair or Unequal

– Fewer proposals
– Lower quality proposals
– Less qualified teams
– Less competitive pricing
– Less consistent pricing
– Open to interpretation
– Have to believe the supplier

– Brings Risk to the Project!

Impact



Fair: Equal Opportunity to Win

Being a “Client of Choice” 
means giving vendors an 
equal opportunity to win



Fair: Equal Opportunity to Win

Highlighted Practices from CPE:

• Protect the good of the public and the organization.

• Follow a realistic procurement schedule.

• Minimize bias in evaluations.
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Foundations of Procurement Excellence

• Fair: provide all vendors with an equal opportunity to win.

• Open: encourage and maximize competition.

• Transparent

• Value

• Integrity



Open: Encourage and Maximize Competition

Who knows the most about 
delivering the required services?

An Expert 
Vendor



Open: Encourage and Maximize Competition

Highlighted Practices from CPE:

• Reduce “upstream” restrictions on who can propose.

• Avoid burdensome submittal requirements.

• Utilize RFPs to solicit alternatives and innovations.



Open: Encourage and Maximize Competition

Highlighted Practices from CPE:

• Reduce “upstream” restrictions on who can propose.

• Avoid burdensome submittal requirements.

• Utilize RFPs to solicit alternatives and innovations.



Open: Encourage and Maximize Competition
Minimum Qualifications for a Design-Build Project:
• Minimum 10 years experience
• At least 10 projects in Design-Build (DB) contracts.
• Experience in working on behalf of both owners and DB contractors.
• Minimum of 5 DB projects in [specific State]
• Must have completed 1 DB project working on behalf of a public owner.
• Have completed 1 DB project that was not new construction, but was a 

refurbishment, remodel, or addition in a secure operating facility.
• And more… certifications, licenses, etc.
• Who can meet all of these?  Did we overly limit our competitive pool?



Open: Encourage and Maximize Competition

Highlighted Practices from CPE:

• Reduce “upstream” restrictions on who can propose.

• Avoid burdensome submittal requirements.

• Utilize RFPs to solicit alternatives and innovations.



Open: Encourage and Maximize Competition
Have you ever…
• Received a proposal that was 50 pages long?  100+? 150+?
• Asked for itemized responses to hundreds (or thousands) 

of IT requirements? 
• Requested evidence of entire safety manuals, training 

programs, QA/QC protocols, etc.?

Who wants to prepare those? (and can?)



Open: Encourage and Maximize Competition

Highlighted Practices from CPE:

• Reduce “upstream” restrictions on who can propose.

• Avoid burdensome submittal requirements.

• Utilize RFPs to solicit alternatives and innovations.



Open: Encourage and Maximize Competition

What Percentage of 
RFPs, SOWs, and Contracts

Are 100% Accurate?
0%



Open: Encourage and Maximize Competition



Open: Encourage and Maximize Competition



• Is There Anything You Would 
Do Differently? 

– If you had complete control of this project
– If you could change anything

Open: Encourage and Maximize Competition



• The winning Proposer recommended an alternative 
procedure for removing damaged steel panels that:

–Was cheaper than the specified process 
–Was faster than the specified process
–Was safer than the specified process

Open: Encourage and Maximize Competition



Open: Encourage and Maximize Competition



Example from ~2006, which shows how the Software Industry 
was Evolving in the early 2000’s:
• In our experience, the State only requires 50 “Named Licenses” for 

individuals that will use the system throughout the day.

• We recommend purchasing  “Concurrent Licenses” for the remaining 
300 staff, who will use the system occasionally.  If a user is inactive, 
the server releases the license to other users (rather than having 
named licenses for each user).

• This structure can save almost 30% in your overall costs across 5 years.  
We have done this recently at 4 similar States/Departments and have 
had no issues or complaints.

Open: Encourage and Maximize Competition



Foundations of Procurement Excellence

• Fair: provide all vendors with an equal opportunity to win.

• Open: encourage and maximize competition.

• Transparent

• Value
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Foundations of Procurement Excellence

• Fair: provide all vendors with an equal opportunity to win.

• Open: encourage and maximize competition.

• Transparent: provide a clear, concise & accurate process.

• Value

• Integrity



Transparent: Clear, Concise, and Accurate

Highlighted Practices from CPE:

• Clear: release your budget and schedule constraints.

• Concise: define what you want (with maximum limits).

• Accurate: seek to maximize differentiation.
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Transparent: Clear, Concise, and Accurate
• Clear: release your budget and schedule constraints.

• The Budget & Schedule are important SOW descriptors.
– Clarifies your scope (what you can afford)

• Clearly define any financial (and schedule) constraints or 
expectations that you have.  Such as:

– The construction budget for this Project is $150,000
– The 5-year implementation + licensing budget is $2 Million

• Releasing the Budget & Schedule generates a lot of questions, 
We will provide a White Paper with the details!



Transparent: Clear, Concise, and Accurate

Highlighted Practices from CPE:

• Clear: release your budget and schedule constraints.

• Concise: define what you want (with maximum limits).

• Accurate: seek to maximize differentiation.



Transparent: Clear, Concise, and Accurate
Concise: define what you want (with maximum limits).

• Publish your evaluation criteria.  Tell vendors what you 
want to see to make an informed decision. 

–No guessing games!

• Define maximum page limits on each written criteria.
• Define maximum time limits on oral material 

(presentations, interviews, demos, etc.)



Transparent: Clear, Concise, and Accurate

Highlighted Practices from CPE:

• Clear: release your budget and schedule constraints.

• Concise: define what you want (with maximum limits)

• Accurate: seek to maximize differentiation.



Transparent: Clear, Concise, and Accurate
Accurate: seek to maximize differentiation.

• Train to use evaluation criteria that best differentiate 
between the expertise of competing vendors.

• RFPs are not meant to solve every project problem. 
• RFPs are meant to differentiate the best vendor for the 

project.  Always ask: What will help us differentiate?



Foundations of Procurement Excellence

• Fair: provide all vendors with an equal opportunity to win.

• Open: encourage and maximize competition.

• Transparent: provide a clear, concise & accurate process.

• Value

• Integrity



Foundations of Procurement Excellence

• Fair: provide all vendors with an equal opportunity to win.

• Open: encourage and maximize competition.

• Transparent: provide a clear, concise & accurate process.

• Value: optimize the organization’s return for the spend.

• Integrity



Value: Optimal Return for the Spend

Vendor 1

Vendor 2

Vendor 3

Vendor 4

Higher Performer

Lower Performer

Minimum
Requirement Vendor 1

Vendor 2
Vendor 3

Vendor 4

Minimum
Requirement

When the Client is
Overly Focused on Price



High

Low

Owners
“The lowest possible quality 

that I want”

Vendors 
“The highest possible value 
we can competitively sell”

Minimum

Value: Optimal Return for the Spend

High

Low

Maximum



Value: Optimal Return for the Spend



Value: Optimal Return for the Spend

Low-Bid and
Overly Price-Focused RFPs 

both squeeze out value 
and increase change orders.



Value: Optimal Return for the Spend

What is the 
optimal (high-performing) 

way to handle Cost?



Value: Optimal Return for the Spend

Highlighted Practices from CPE:

• Appropriately weight the cost and qualifications criteria.

• Keep cost and qualifications completely separate.

• Utilize RFPs to generate project solutions.



Value: Optimal Return for the Spend

Highlighted Practices from CPE:

• Appropriately weight the cost and qualifications criteria.

• Keep cost and qualifications completely separate.

• Utilize RFPs to generate project solutions.



Value: Optimal Return for the Spend

What is the right way to handle cost in an RFP?

• Policy: no single criteria weighted above 35% of the total.
–And cost should often be much lower! (10-25% depending on the project)



Value: Optimal Return for the Spend

Highlighted Practices from CPE:

• Appropriately weight the cost and qualifications criteria.

• Keep cost and qualifications completely separate.

• Utilize RFPs to generate project solutions.



What is the right way to handle cost in an RFP?

• Use a two-envelope evaluation process (evaluators do NOT
see cost until qualifications have been scored)

Value: Optimal Return for the Spend

Cost Qualifications



What is the right way to handle cost in an RFP?

• Use quantitative cost submission forms.  
• Don’t make Vendors guess.  Don’t create confusion.

Value: Optimal Return for the Spend

Qualifications• Lump Sum
• Unit Rate
• Percent Fee
• Annual Cost
• Implementation Cost
• Travel & Expense
• Etc.



Value: Optimal Return for the Spend

Highlighted Practices from CPE:

• Appropriately weight the cost and qualifications criteria.

• Keep cost and qualifications completely separate.

• Utilize RFPs to generate project solutions.



• Proposal #1’s Approach
– The project schedule is quite compressed.
– Establishing a solid work plan that is embraced by our staff along with the 

[Owner] will be important to offset delays.

–Proposal #2’s Approach:
– We will prepare an unbiased and realistic schedule the Team can achieve, and 

then compare that schedule to the Owner’s requirements in an effort to find 
any discrepancies and rectify them

– We would review and update the schedule weekly to stay on track and 
complete the project within the specified time frame.  

– Project Team Meetings will review upcoming work that involves excessive 
noise, toxic applications, or odors. 

Value: Optimal Return for the Spend

Generic Marketing Information
NOT a Plan

Will say whatever they think the client 
wants to hear in order to get the job



Value: Optimal Return for the Spend

• Proposal 3’s Approach:
– Compress design development to quickly produce CDs. 

– Award prime contract by Oct 1.  Enables excavations to be complete before 
December holidays and minimizes freeze impacts.

– Mass hoarding of bunker structure to minimize impact of weather.
– Sequencing Considerations: once main floor steel stud framing structure is complete, 

M&E subs will work on deck level above while additional sub-trades are working on 
the M&E rough-in and finishing work below. This will reduce schedule time. 

– Multiple innovative options to minimize schedule constraints, such as:
– Alternate interior finishes (switching to a partition system) can reduce critical 

path schedule by 2+ months (at a +$1.6M project budget impact)



Value: Optimal Return for the Spend



Foundations of Procurement Excellence

• Fair: provide all vendors with an equal opportunity to win.

• Open: encourage and maximize competition.

• Transparent: provide a clear, concise & accurate process.

• Value: optimize the organization’s return for the spend.

• Integrity



Foundations of Procurement Excellence

• Fair: provide all vendors with an equal opportunity to win.

• Open: encourage and maximize competition.

• Transparent: provide a clear, concise & accurate process.

• Value: optimize the organization’s return for the spend.

• Integrity: ensure confidence & trust with high ethical standards.



Integrity: Ensure Confidence and Trust



Integrity: Ensure Confidence and Trust

Highlighted Practices from CPE:

• Train to recognize unethical conduct.

• Minimize the risk of protest.

• Offer comprehensive debriefings.



Integrity: Ensure Confidence and Trust

Highlighted Practices from CPE:

• Train to recognize unethical conduct.

• Minimize the risk of protest.

• Offer comprehensive debriefings.



Integrity: Ensure Confidence and Trust

• Conflicts of Interest
• Favoritism
• Special Interests
• Influence
• Confidential Information
• Employment & Revolving Doors
• Financial Interest

• Biased Evaluations
• Group Think
• Gifts
• Lobbying
• Pressure (internal & external)
• Kickbacks
• Misrepresentation

There is a wide range of possible unethical conduct…



Integrity: Ensure Confidence and Trust

Train to understand 
the wide range of 
unethical conduct 

that can affect RFPs.



Integrity: Ensure Confidence and Trust

Unethical Conduct can be Actual 
and Perceived (or Apparent) 



Integrity: Ensure Confidence and Trust

Train for how to…
Prevent unethical conduct,

Minimize if it starts, and
Elevate if it cannot be navigated.



Integrity: Ensure Confidence and Trust

Highlighted Practices from CPE:

• Train to recognize unethical conduct.

• Minimize the risk of protest.

• Offer comprehensive debriefings.



Integrity: Ensure Confidence and Trust



Integrity: Ensure Confidence and Trust

Train for how to…
Avoid the risk of protest altogether

and
Win if an uncontrolled protest 

happens.



Integrity: Ensure Confidence and Trust

Highlighted Practices from CPE:

• Train to recognize unethical conduct.

• Minimize the risk of protest.

• Offer comprehensive debriefings.



Integrity: Ensure Confidence and Trust

Offer Comprehensive Debriefings to all Vendors:

–Get better proposals next time

–Greater accountability 

–Builds “good-will” 



Integrity: Ensure Confidence and Trust

Vendors should commonly say:

“Wow, we’ve never received this level of 
feedback before!”

“We put a lot of time and resources into our 
proposals and this makes it worth it!”



Integrity: Ensure Confidence and Trust

Highlighted Practices from CPE:

• Train to recognize potential unethical practices.

• Minimize the risk of protest.

• Offer comprehensive debriefings.



Foundations of Procurement Excellence

• Fair: provide all vendors with an equal opportunity to win.

• Open: encourage and maximize competition.

• Transparent: provide a clear, concise & accurate process.

• Value: optimize the organization’s return for the spend.

• Integrity: ensure confidence & trust with high ethical standards.



Foundations of Procurement Excellence

• Fair: provide all vendors with an equal opportunity to win.

• Open: encourage and maximize competition.

• Transparent: provide a clear, concise & accurate process.

• Value: optimize the organization’s return for the spend.

• Integrity: ensure confidence & trust with high ethical standards.



Organizing Your Next RFP 
for Procurement Excellence



Center for Procurement Excellence RFP Templates

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

Our Goal: 

Organize & Simplify 
a High-Performing RFP 

for every Industry Sector
and Project Type



Center for Procurement Excellence RFP Templates

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

Why is this Important?

Remember the Foundations…

…your RFP is a “first view” for the 
Vendor Community and its 

structure drives the outcome! 



Center for Procurement Excellence RFP Templates

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

How to Organize a High-Performing RFP:

• Difficult to determine what to submit?

• Increase the odds of missing a requirement?

• Unreasonable and superfluous requests?

• Necessitate lots of time to review?

• Frustrate vendors?





Center for Procurement Excellence RFP Templates

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

How to Organize a High-Performing RFP:

• Easy to determine what to submit

• Avoid disqualification

• Highly organized and professional

• Simple and fast for vendors to review

• Less frustrating



How we want Vendors to react to our RFP…

Ooooh, 
I ♥ CPE’s 

RFP Templates!

I’m so excited.



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

General Instructions, Dates & Contact

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

What You Want to Achieve
vs. Where You Are At

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

What Will Be Evaluated and
How You Will Score & Award

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

Forms to Complete

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4

Supplemental Information



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4



Common Mistake: Mixing Sections

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4



Common Mistake: Mixing Requirements

Mixing Proposal & SOW 
Requirements

throughout the Document 

(e.g. Proposal Requirements 
embedded in the SOW)



Common Mistake: Duplication



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

General Instructions, Dates & Contact

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

General Instructions, Dates & Contact

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4

• Questions & Inquiries
• Addenda
• Procurement AND Evaluation Schedule
• Single Point of Contact
• Method of Submission
• General Terms
 Ethics
 Expenses
 Rights & Disclaimers
 Confidentiality
 Debriefings
 Etc.



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

What You Want to Achieve
vs. Where You Are At

Strategies, Structure, 
Content, Workshops

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

What Will Be Evaluated and
How You Will Score & Award

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4



Proposal Requirements

• Provide brief, clear instructions of what you are looking 
for (what information & content you want to evaluate)

• Refer Vendors to the corresponding Proposal Forms.

• Keep it brief.  Define Maximum Page Limits.



Evaluation Procedures: 
Publish Your Weights, Scoring, and Award Steps

• Release a table of your evaluation criteria & weights

• Identify your evaluation scale.

• Be clear about how Cost will be treated (two envelope)



140

Evaluation Procedures:
Interviews, not Marketing Presentations

• Focus on the Critical Project Team Members 
– Project Lead & Integration Lead
– Project Manager & Site Superintendent
– Lead Designer & Lead Architect
– Area Director & On-Site Manager
– Etc.

• Conduct an actual ‘interview’ (not presentation)

• Minimal notes, handouts, or presentation material



141

Evaluation Procedures: Product Verifications, not 
Marketing Demos

• Focus on Verifying the Requirements / Performance / 
Functionality You Need.

• Insist on viewing an actual, working product/system that 
is identical to what you would be buying.

–or as close to it as possible

• Moderate Time Limit
–not trying to see everything, just trying to make a selection



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

Forms to Complete

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4



Take Charge: Client-Defined Proposal Forms!!!

• Know what you are looking for… and ask for it!!!
• Eliminate all other marketing fluff.  It does not add value.

• Make it easy!!!

• RFPs can be large documents.  
• Vendors only have so much time to spend!



Take Charge: Client-Defined Submittal Forms!!!

Example from Public-Private-Partnership 
Design-Build-Finance Project 

Example from 
Software Implementation Project



Common Blunder: Mixing Requirements

Avoid fill-in-the-blanks 
throughout 

other sections of the RFP.

Keep everything in the 
Submittal Forms



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY Supplemental Information

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY Supplemental Information

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4

Additional Information that 
may be helpful to Vendors.  

But don’t want to “clog up” 
the other sections.



Use CasesList of Pain Points

Architecture Diagrams

Current State:

Future State:

Attachments  & Exhibits
• Examples of Supplemental Information (IT Software):

Dashboards & Forms
Glossary of Terms

Workflows

Rebate Workflow:

Discount Workflow:



Organizing a High-Performing RFP

RFP
Request for Proposal

Information Technology (IT)
Software Implementation Template

RFP Number: #####
RFP Release Date: MM/DD/YYYY

RFP Due Date:    MM/DD/YYYY

What You Want to Achieve
vs. Where You Are At

General Instructions, Dates & Contact

What Will Be Evaluated and
How You Will Score & Award

Forms to Complete

Supplemental Information

Proposal 
Requirements

Statement of Work
& Current Conditions

Administrative 
Requirements

Submittal Forms

Attachments
& Exhibits

1

Evaluation 
Procedures

2

5

6

3

4



Putting 
“RFP Excellence”

into Practice



Putting RFP Excellence Into Practice

• Fair

• Open

• Transparent

• Value

• Integrity



Putting RFP Excellence Into Practice

• Fair

• Open

• Transparent

• Value

• Integrity

Strategic Objective:

Become a “Client of Choice” 
and attract 

High-Performing Vendors 
across your RFPs



Putting RFP Excellence Into Practice

• Major tool in becoming a Client of Choice.

• Instrumental to successful project outcomes.

• Learnable skills that can be put directly into practice.

• Part of a network of professionals that openly share 
“Next Practices” (not just current practices)



Putting RFP Excellence Into Practice

CPE support RFP Excellence via…

• Webinars & Professional Development
• In-Person Training & Interactive Workshops
• RFP Tools, Templates, and Process Steps
• Policy Guidelines for RFP Excellence



Recent Design & Construction RFPs
• $250M Hazardous Waste Removal

• $100M Office Building

• $1.5B Mainline / Trunkline (100+ projects, 6-10 yrs)

• $400M+ Groundwater Treatment

• $50M Hotel

• $30M Smart Grid Consultants & OCM

• $30M Smart Grid Change Management

• $900M Smart Grid/Meter Replacement (1.5M Electric/700 Water)

• $3.1M Design for $60M Turbine Replacement

• $400K Design + $2.5M Solar Microgrid

• $3M Automated Metering OCM

• $500k On-Call Distribution Engineering Design

• $1.5M Hydro-Generating Station Re-Licensing

• $XXB+ Tech Site

• $20M Public-Private Partnership for Student Housing

• $3M Electrical Substations (x2)

• Construction Mgmt List / VOR Program

• $1.2M COR Program/Audit 

• $16M Police Facility (Design & CMAR RFPs)

• $7M Public Works Field Operations Facility

• $5M Environmental Site Rehabilitation

• $1.2M Capital Project

• $250k Engineering Analysis of Utility Distribution Network

• $1.2M Annual Audit Consultant

• $10M+ City-wide Parks Program

• $1.5M Construction Project Mgmt Software

• $600k Remedial Investigation (Marina)

• $20M Residence Hall (Design-Build)

• $5M+ Wireless Telecom (City-wide upgrade to 5G)



• Dining (Multiple) ($150k - $1.2B)

• Cold Beverages ($2-$5M)

• Document Mgt/Printing ($2.5M-$4M)

• Bookstore ($650M)

• Travel Management ($15M-$50M)

• Campus Network ($52M)

• Identity Access Management System ($2M)

• Retirement Fund Management ($248M)

• Athletics Financial IT System ($3M)

• Recycling & Waste Management ($900k)

• Janitorial ($25M)

• Security Services ($25M)

Current/Recent Services RFPs
• Peoplesoft HR, Financial, etc. (approx. $850k per system)
• Security System IT ($5M)
• Library System Master Plan ($400k)
• Gym Equipment ($250k)
• Sports Marketing ($80M)
• Furniture ($50K-$20M)
• Construction Services Program ($50K - $30M)
• Parking Management System (Tech & IT) ($2M)
• Elevator Maintenance ($1.5M)
• Snow Removal ($400K)
• Transportation Services (Athletics) ($300k)
• Linen, Moving, IT Consultants, Finance Controls, Master 

Planning, Renovations, Pcard System, etc.



• Telecom System - Wire Telephony, Data Network, Video Conferencing & 
End User Support ($35M)

• System Integrator for Generation Enterprise Asset Management ($25M+)

• Telecom Management Solution ($1.5M)

• Peoplesoft HR, Financial, etc. ($850k per system)

• ERP public sector org ($34M to $85M) 

• ERP private sector org ($4M+)

• Human Resources Management System (HCMS) ($4M+)

• GIS-Based Asset and Work Management Software and Implementation 
Services ($600k)

• DMV Legacy System Replacement ($25M)

• Campus Network ($52M)

• Identity & Access Management Solution ($1M)

• Radio System Upgrade ($1.5M)

• Capital Project Management System ($700k)

• Electronic Call Monitoring System & Call Center Replacement

• PCB Tracking & Condition Assessment System ($1M+)

Recent IT (software/hardware) RFPs
• System Integrator for ERP ($75M+) 

• Snow Plow Mobile Data Collection ($2M)

• Housing Management System ($200k)

• IT Monitoring Solution ($100k)

• Wireless Network – Residences ($400k)

• CRM Solution ($1M)

• eCourse Evaluation Solution ($400k)

• EDRM Solution ($500k), ePAR People Soft ($600k)

• Asset Management System ($300k)

• ITS Central Control System ($700k)

• Recreation Management System ($600k)

• Mobility Management and Administration System ($700k)

• Enterprise Document Records & Mgmt System 

• Demand-Side Management Software ($1.5M+)

• Building Analytics Software ($1.5M+)

• Anti-Money Laundering (AML) System ($2M+)

• Organizational Change Management for Software Adoption (multiple)



CPE Document Warehouse

General Construction
Construction Manager @ Risk (CMAR)

Roofing
Food Services Management and Operation

Don’t see the one you want?  Contact us!
Jeff.Sawyer@center4procurement.org

mailto:Jeff.Sawyer@center4procurement.org


Thank You!

Center for Procurement Excellence 

www.center4procurement.org

http://www.center4procurement.org/


Speaker(s)

Upcoming Workshop Series
Better RFPs, Better Projects
Learn Practical Tools to Improve Your Next RFP
August 17, 24, and 27

• Develop an effective Statement of Work
• Elevate your RFP practices to become a "Client of Choice"
• Implement practical RFP tools, templates, and structure
• Improve the speed & efficiency of your Evaluation Process



Speaker(s)

Thank you!

• Need a certificate for contact hours? 
Email us at procurementu@naspo.org.

• For more information about upcoming 
webinars and Procurement U Classes, 
visit www.naspo.org. 

mailto:procurementu@naspo.org
http://www.naspo.org/
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