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Your team’s final project IT Procurement Center of Competence can benefit from containing an example total RFP package, that is an IT RFP and associated materials and resources, including (but not limited to): 
· The RFP document to be distributed to potential vendors identifying, e.g.: 
· IT system addressed is defined 
· Business needs 
· Critical business processes 
· Requirements (measureable needs) and how they will be managed. Typical categories include: 
· Functional requirements 
· Technical requirements 
· Financial requirements 
· Service requirements 
· System requirements 
· Security requirements
· Organizational requirements 
· Integration requirements 
· Implementation requirements 
· Training and support requirements 
· Information required from the vendor, e.g., qualifications and bonding 
· Assessment overviews 
· Applicable standards and regulations 
· Schedules 
· Response procedure 
· Contact information 
· Change management 
· Terms and Conditions 
· Internal (not made public) documents, e.g., 
· Alignment with strategic and/or operational plans 
· Scoring rules 
· Business case 
· Financial and ROI analysis 
· Procurement team organization 
· Approval chain 
· Briefing slides, e.g., SALC
· IT Sourcing Strategy Assessments 
· Project plans, e.g., 
· Implementation plan 
· Integration plan 
· Rollout plan 
· Support and Training plan 
· Vendor qualifications and past performance 
· FAQs 
· Communication templates, e.g., memos, emails, letters 
· Cheat sheets and infographics 
· Briefing slides and materials 
· Vendor lists 
· References and Acknowledgements 
Enjoy!

image1.png




image2.svg
                   


