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Thank you for downloading Aavenir RFP Template! 
We hope they are useful as you seek proposals for your business projects. 
HOW TO USE THIS TEMPLATE
This template contains prompts and sections commonly found in requests for proposals. 

Below, you’ll see:
· One short, one-page RFP template when things can be concise. 
· One several-page long RFP template for when you need to be detailed.

In the long template, you’ll see numerous sections, each included with the following:

· Italicized Information: To illustrate the importance of each of the sections included, there’s a quick description of the section and suggestions of what you should think about when writing yours. You can erase these introductions after you’ve read them. 

· [UPPER CASE PROMPTS IN BRACKETS]: These are intended for you to erase and fill in with information for your specific project. 

· Normal Placeholder Text: This is suggested wording to include in your RFP, but should be altered, deleted, or added to as you see fit. 

Once you’re ready to begin, delete this page and start filling out your info below. 
Remember, you can add/edit/delete any wording or sections you see fit for your projects!

Use Aavenir RFPflow to Manage multi-vendor RFP process!! Ask us for Demo

[bookmark: _6fxiynwr0aa5]


<Insert Your Logo>



[bookmark: _ta710xa7pwbn]RFP for Contract Lifecycle Management Software

[bookmark: _ed8c8ns4fgez]RFP No: xxxx/xx/xx/xxx

JUNE 20XX
[bookmark: _921gikj9xv3d]

ISSUED BY
YOUR COMPANY NAME

REPRESENTATIVE
YOUR NAME
YOUR EMAIL 
YOUR PHONE

[bookmark: _ts9xjxmoig0f][bookmark: _Toc47199112]Disclaimer
The information contained in this Request for Proposal (“RFP / Bid Document”) or information provided subsequently to Bidder(s) or applicants whether verbally or in documentary form by or on behalf of [ENTER YOUR COMPANY NAME], is provided to the Bidder(s) on the terms and conditions set out in this RFP document and all other terms and conditions subject to which such information is provided.

This RFP document is not an agreement and is neither an offer. The purpose of this RFP is to provide applicants who are qualified to submit the bids (“Bidders”) with information to assist them in formulation of their proposals (“Bids”). This RFP does not claim to contain all the information each Bidder may require. Each Bidder may conduct its own independent investigations and analysis and is free to check the accuracy, reliability and completeness of the information in this RFP. We take no representation or
warranty, express or implied, and shall incur no liability whatsoever under any law, statute, rules or regulations as to the accuracy, reliability or completeness of this RFP. We may in its absolute discretion, but without being under any obligation to do so, update, amend or supplement the information in this RFP.

The information contained in the RFP document is selective and is subject to update, expansion, revision and amendment. [ENTER YOUR COMPANY NAME] does not undertake to provide any Bidder with access to any additional information or to update the information in this RFP or to correct any inaccuracies therein, which may become apparent. [ENTER YOUR COMPANY NAME] reserves the right of discretion to change, modify, add to or alter any or all of the provisions of this RFP and/or the bidding process, without assigning any reasons whatsoever. Such change will be intimated or made accessible to all Bidders on the official website of [ENTER YOUR COMPANY NAME]. 

Any information contained in this document will be superseded by any later written information on the same subject made available/accessible to all recipients by [ENTER YOUR COMPANY NAME]. Information provided in this RFP is on a wide range of matters, some of which may depend upon interpretation of law. The information given is not intended to be an exhaustive account of statutory requirements and should not be regarded as a complete or authoritative statement of law. [ENTER YOUR COMPANY NAME] does not own any responsibility for the accuracy or otherwise for any interpretation or opinion on law expressed herein. Further, [ENTER YOUR COMPANY NAME] also does not accept liability of any nature whether resulting from
negligence or otherwise howsoever caused arising from reliance of any Bidder upon the statements contained in this document. [ENTER YOUR COMPANY NAME] reserves the right to reject any or all the responses to RFPs / Bids received in response to this RFP at any stage without assigning any reason whatsoever and without being liable for any loss/injury that Bidder might suffer due to such reason. The decision of [ENTER YOUR COMPANY NAME] shall be final, conclusive and binding and all the parties directly or indirectly connected with the bidding process. Bids not satisfying the procedure prescribed in the tender document will be treated as invalid and
rejected summarily.

It may be noted that notice regarding corrigenda, addendums, amendments, time-extensions, clarifications, response to Bidders’ queries etc., if any to RFP, will not be published through any advertisement in newspapers or any other media. Prospective Bidders shall regularly visit [ENTER YOUR COMPANY NAME]’s website
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[bookmark: _Toc47199114]RFP Timelines & Schedule

	Name of the Company
	

	RFP Reference No
	

	Date of issue
	

	Submission of Pre-Bid Queries
	Date
	

	
	Time
	

	Schedule of Pre-Bid Meeting
	Date
	

	
	Time
	

	Schedule for Receipt of Bids
	Date
	

	
	Time
	

	Schedule for Opening of Technical Bids
	Date
	

	
	Time
	

	Place of Pre–Bid meeting/ Submission of Bids / Opening of Bids / Address for
Communication & Contact Person
	ENTER COMPANY NAME
ENTER COMPANY ADDRESS
ENTER EMAIL ADDRESS
ENTER PHONE NUMBER
ENTER WEBSITE

	For Technical Queries
	ENTER DETAILS & CONTACT DETAILS INCLUDING EMAIL, PHONE FOR THE PERSONAL RESPONSIBLE FOR HANDLING THE TECHNICAL QUERIES
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[bookmark: _Toc47199115]Introduction & Background

[ENTER DESCRIPTION OF YOUR COMPANY] is accepting proposals in response to this Request for Proposal (this “RFP,” or this “Request for Proposal”) in order to find a qualified source to enable Contract Lifecycle Management system in program with detailed Scope of work in the RFP.

The decision to purchase a Contract Lifecycle Management system is an important digital initiative for your company’s objectives and success. This RFP Template empowers you to objectively assess prospective vendors on the solutions offered including assessments on positive or negative impact on your operations. The document consists of best practices based on surveys and interactions from our experience in implementing Contracts across organizations. 

The objective of this Request for Proposal is to locate a source that will provide the best overall value to [COMPANY NAME]. While price is a significant factor, other criteria will form the basis of our award decision, as more fully described in the Evaluation Factors section of this Request for Proposal below.


Due Diligence
The Bidder is expected to examine all instructions, forms, terms and specifications in this RFP and study the Bid Document carefully. Bid shall be deemed to have been submitted after careful study and examination of this RFP with full understanding of its implications. Each Bidder should, at its own costs without any right to claim reimbursement, conduct its own investigations, analysis and should check the accuracy, reliability and completeness of the information in this RFP and wherever felt necessary obtain independent advice. The Bid should be precise, complete and in the prescribed format as per the requirement of this RFP. Failure to furnish all information required by this RFP or submission of a Bid not responsive to this RFP in each and every respect shall be at the Bidder’s own risk and may result in rejection of the Bid and for which the [ENTER YOUR COMPANY NAME] shall not be held responsible. Any decision taken by [ENTER YOUR COMPANY NAME] as to completeness of the Bid and/or rejection of any / all Bid(s) shall be final, conclusive and binding upon the Bidder(s) and shall not be question / challenged by the Bidder(s).

The Bidder shall solely bear all expenses whatsoever associated with or incidental to the
preparation and submission of its Bid and the [ENTER YOUR COMPANY NAME] shall in no case be held responsible or liable for such expenses, regardless of the conduct or outcome of the bidding process including but not limited to cancellation / abandonment / annulment of the bidding process.

[bookmark: _q2v0kd35l4rq]


[bookmark: _Toc47199116]Bid Evaluation Criteria & Submission Guidelines 

1. To meet the requirements, as spelt out in this Bid Document, the selected Bidder must have the requisite experience and expertise in providing services in the field of information and communication technology, the technical know-how, to successfully set-up the systems and provide the services sought by [ENTER YOUR COMPANY NAME].

2. The Bidder shall submit their offers strictly in accordance with the terms and conditions of the Bid Document. Any Bid, which stipulates conditions contrary to the terms and conditions given in the Bid Document, is liable for rejection. Any decision of [ENTER YOUR COMPANY NAME] in this regard shall be final, conclusive and binding on the Vendor.

3. The Bidders shall be short listed after the evaluation of their Technical Bids.
4. The Successful Bidder (“L1 Vendor”) will be as per the conclusion of Qualification Team appointed by the [ENTER YOUR COMPANY NAME].

5. L1 Vendor will be arrived post qualification. If there is a large variance in the prices quoted by Vendors, [ENTER YOUR COMPANY NAME] reserves the right to call the successful Bidder for a price negotiation.

6. The Successful Bidder (L1) shall submit to the [ENTER YOUR COMPANY NAME] the price breakup in the format as provided by the [ENTER YOUR COMPANY NAME]. If the price breakup is not submitted to the [ENTER YOUR COMPANY NAME] within 3 days, the [ENTER YOUR COMPANY NAME] reserve the right to reject the L1 Bidder’s Bid and make procurement from the L2 or L3 Bidder.

7. [ENTER YOUR COMPANY NAME] reserves the right to modify / amend the evaluation process at any time/ at any stage during the Bid process, without assigning any reason, whatsoever, and without any requirement of intimating the Bidders of any such change. Any time during the process of evaluation [ENTER YOUR COMPANY NAME] may seek specific clarifications from any or all Bidders.

8. The Bidder shall produce a self-declaration that

(i) they are duly authorized persons to submit this undertaking 
(ii) they have read and understood the RFP and have conveyed their absolute and unconditional acceptance to the RFP 
(iii) they do not have any business relationship with [ENTER YOUR COMPANY NAME] including its directors and officers which may result in any conflict of interest between us and [ENTER YOUR COMPANY NAME]. They shall on occurrence of any such event immediately inform the concerned authorities of the same 
(iv) they have submitted Bid in compliance with the specific requirements as mentioned in this RFP 
(v) they have provided with all necessary information and details as required by [ENTER YOUR COMPANY NAME] and shall provide with such additional information’s may be required by [ENTER YOUR COMPANY NAME] from time to time.
(vi) Neither they nor any of their employee/director has been barred from providing the Services nor are they in negative list/blacklisted by any public sector [ENTER YOUR COMPANY NAME], statutory or regulatory or investigative agencies in [ENTER YOUR COUNTRY] or abroad in the last 5 years 
(vii) there is no vigilance and / or court cases pending against them/company and no inquiry or investigation pending against them from any statutory regulatory and / or investigation agency 
(viii) all the information furnished in and as per the document submitted is true and accurate and nothing has been concealed or tampered with. They have gone through all the conditions of Bid and are aware that they would be liable to any punitive action in case of furnishing of false information / documents. 
(ix) they will further certified that they have not modified or deleted any text/matter in the RFP. 
Note: Bidder must comply with all the above-mentioned criteria as specified above and more elaborately. Non-compliance of any of the criteria can entail rejection of the offer. The [ENTER YOUR COMPANY NAME] reserves the right to verify / evaluate the claims made by the Bidder independently. Any deliberate misrepresentation will entail rejection of the offer ab-initio.

The following submission guidelines & requirements apply to this Request for Proposal:

1. Bidders intent on submitting a proposal should so notify the representative identified on the cover page no later than [DATE].

2. Bidders must list at least [NUMBER] projects that are substantially similar to this project as part of their response, including references for each. Examples of work should be provided as well.

3. A technical proposal must be provided that is not more than [NUMBER] pages. This technical proposal must provide an overview of the proposed solution as well as resumes of all key personnel performing the work. In addition, the technical proposal should provide a proposed schedule and milestones, as applicable.

4. A price proposal must be provided that is not more than [NUMBER] pages. This price proposal should indicate the overall fixed price for the project as well as hourly rates and an estimated total number of hours, should [COMPANY NAME] decide to award a contract on an hourly rate basis.


5. Proposals must be signed by a representative that is authorized to commit bidder’s company.

6. If you have a standard set of terms and conditions, please submit them with your proposal. All terms and conditions will be subject to negotiation.

7. Proposals must be received prior to [DATE] to be considered.

8. Proposals must remain valid for a period of [NUMBER] days.

9. [COMPANY NAME] anticipates selecting at least two individuals or firms to have more in-depth discussions with, and will make an award to one of these “down-selected” individuals or firms.
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[bookmark: _Toc47199117]Project Description

The purpose of this project is as follows:

1. Purchase and implement Contract Management tool in organization for <Enter Name of Company>
2. We are looking for leasing or purchasing the services depending on the pricing and the evaluation criteria
3. The services delivered show include the maintenance and other support activities as part of this RFP
4. [PURPOSE 4]

The description of the project is as follows:

1. [DESCRIPTION 1]
2. [DESCRIPTION 2]
3. [DESCRIPTION 3]



[bookmark: _43ibmplfwv3i]





[bookmark: _Toc47199118]Project Scope

The scope of the project entails [SCOPE OF WORK]. You may provide this in list or paragraph form. 

[bookmark: _Toc47199119]Company Information
	Company name
	

	Company address (corporate)
	

	Company telephone
	

	Web site
	

	Proposal contact name
	

	Designation
	

	Contact address
	

	Contact telephone 
	

	Contact e-mail address
	

	Contact mobile phone
	



[bookmark: _Toc47199120]Required Services & Deliverables based on Functionality

	Contract Authoring
	

	The system supports self-service contract request and record creation?
	

	Creation of many different types of contracts. Please list Contract types you support.
	

	System will support the on-line creation of contracts and web-based request form for filling data and conditional variables 
	

	Supports contract and document templates and “wizards” by contract type.
	

	Pre-approved clause and language libraries, including fallback clauses
	

	Provide for a "Configurable View" to expedite execution of tasks 
	

	Users may add descriptions to each document uploaded to the system
	



	Contract Templates
	

	Ability to dynamically assign stakeholders and Team Rules?
	

	Have Risk level configuration to apply pre-approved terms 
	

	Identify data fields in a contract template and establish business rules for the fields
	

	Use Microsoft Word to author/edit a contract and sync back
	

	Use of Contract templates or Clause library for including clause inclusion during authoring and negotiation. 
Please describe.
	

	Highlight specific clauses or sections in templates and establish events and workflows for the clauses?
	

	Ability to support users for both internal and external users
	

	Accept or reject redlining by internal and external users
	

	Ability to manage and separately track multiple negotiations with same business user
	

	Notification to internal users in any contract changes done by external stakeholders
	

	Users may assemble a contract draft by completing a Question & Answer session? 
	



MS-Word Integration
	Native integration capabilities with MS Word. 
Please describe.
	

	Capability to interface/import MS Word, PDF and other documents?
	

	Using MS-Word for editing contract 
	

	Automatic Importing and reconciling revisions using Microsoft Word
	

	Track redlines, term changes, and comments entered using Microsoft Word?
	

	Access Clause Library from Microsoft Word
	

	Access Contract Summary Report
	

	
	



Negotiation
	Supports contract Negotiations
	

	Supports negotiated redline contract clauses/terms to be merged into the original contract
	

	Sends notifications to users immediately in case of deviation from terms/clauses (i.e. exceptions)?
	

	Disallows users from editing non-negotiable clauses, terms and rates?
	

	e-Approval of contracts to 
	

	Supports version control and version control logs
	

	Negotiation in MS Word among stakeholders without the need to log into the system?
	

	Supports sending email with a Word document attached to the counter-party
	

	Provides redlining, audit trail, version tracking and document check-in and check-out capabilities? Please describe.
	

	Track key relationships among entities (e.g., Parent-Subsidiary) and display those relationships
	

	Capture logs- recorded and maintained within the Contract Workspace
	



Workflow Approval
	Ability to enforce a standard workflow and/or status progression? Please explain.
	

	Supports configurable user profiles for collaboration among contract management
	

	Ability to implement “custom” business rules in the application
	

	Provide workflow management - allow events to set trigger alerts/review cycles and/or approval cycles
	

	Send emails for Task Approvals 
	

	Escalation/ Delegation of Authority within approval process.
	

	Supports automated workflow/email alerts for specified contract related dates
	

	Ability to support renew/author contract renewal options.
	



Accessing Contracts 
	Contract Management
	

	Ability to link Central contract repository with master and subordinate agreements 
	

	Group contracts in hierarchy in contract repository
	

	Manage and store partner information and manage user authorisation
	

	System administrators define User Roles (Administrator, Write, Read Only etc.)?
	

	Capture, track and measure service level agreements?
	

	Audit log for all contracts
	

	In post contract-activation stages, capability to attach related documents to contracts during development, negotiations and archival stages
	



Contract Administration
	Provide alerts for contract renewals/ amendment
	

	Describe abilities and features that our power users will have to create and modify templates for contract creation.
	

	Maintenance and update of many different types of contracts? Please describe.
	

	Create, maintain and archive amendments to contract
	

	Ability to make mass changes or modify header field values on contracts from one central place
	

	Ability to mass re-assign or transfer contracts from one user, to another user due to organizational changes or user departure. 
	



Reports
	Ability to establish rules-driven notification of critical contract dates
	

	Ability to create multiple, customizable obligation notification templates (e.g., templates for procurement and intellectual property)
	

	Ability to reference multiple notification types in contracts (e.g., payment schedules, vendor audits and project deliverables)
	

	Ability to identify contract events based on terms, contract line terms, and user-specified dates
	

	Ability to notify specific individuals or groups
	

	Ability to customize lead time based on notification type
	

	Ability to send notification via email to a designated group of users or employees with a specified role
	

	Ability to automatically generate renewal quotes a specified number of days before a product term expiration
	



Contract Performance
	Search
	

	Does your system support Contract Search capability- Contracts and obligations
	

	System will be able to import, copy and delete contracts in the system repository and search/retrieve prior contracts using a clause text search
	

	Ability to display contract hierarchy in search results
	

	Reports/ Dashboard 
	

	Reporting: complete overview of contracts
	

	Reporting: complete overview of contractual obligations
	

	Elaborate on reporting capabilities including ad-hoc reporting functionality.
	

	Allows report data to be imported or exported
	

	Integration
	

	Which eSignature provider can the system support
	

	Integrate capabilities with CRM solutions.
	

	Is line-level compliance possible on requisitioning and/or invoicing?
	

	Can spend outside of automated procurement systems be tracked as on vs. off-contract?  Please explain.
	

	
	

	
	



Technology 
	Architecture
	

	Do you offer a hosted Cloud Environment?
The solution should be deployable within Software as a Service (SaaS) model, with the data hosted in Australia. 
	

	Please attach a diagram of the hosted solution's Conceptual Architecture(Show type or architecture including 3 tier, N-Tier, UI Tier, business logic tier, interfaces between tiers, authentications)
	

	What is the Uptime Service Level Agreement (SLA) and current average? 
	

	Security
	

	The vendor has established an Information Security Management System (ISMS), certified against ISO27001. The scope of the certification includes the 
· data centre, 
· all IT infrastructure and; 
applications relating to the supply of the vendor service 
	

	The vendor and any subcontractors commit to General Data Protection Regulations (GDPR) (and subsequent amendments) regardless of data centre locations. 
	

	Data for each customer is logically segregated as part of a multi-tenancy and/or virtualised environment. 
	

	The vendor solution supports single-sign-on authentication standards such as SAML or OpenID Connect. 
	

	User provisioning and access should be managed by Identity and Access Management based on user role. All events must be logged and audited. 
	

	The solution will allow the definition of security groups and user roles. 
	

	The solution will be able to apply security access to data, forms and reports by user group and role. 
	

	The solution will be able to apply security access to actions and workflow by user group and role. 
	

	The solution must only collect the minimum amount of personal information to complete a transaction. Personal information collected must only be used for the purposes of completing a transaction. 
	

	User provisioning and access should be managed by Identity and Access Management based on user role. All events must be logged and audited. 
	

	
	



IT Auditing Requirements

	The solution will have the ability to facilitate a contemporary business continuity management process. 
	

	The system's functionality, configuration and data shall be movable from a SaaS deployment to an on-premises deployment. 
	

	One production and two non-production (test and development) instances of the system shall be deployed. 
	

	The system shall provide the means for retrieval of business data in a standard independent format e.g. XML. 
	

	The solution will have the ability to facilitate a contemporary business continuity management process. 
	

	The system's functionality, configuration and data shall be movable from a SaaS deployment to an on-premises deployment. 
	

	The vendor has defined incident management plans for handling security incidents within or against its environment. 
	

	The vendor implements secure development practices as part of the Software Development Life Cycle (SDLC) to ensure security requirements are incorporated in all aspects of software development
	



To summarize on Contract Management requirements,  
The overall requirements are for <#> Years 

Vendor partners or resellers are requested to provide (either by lease or purchase) the following, including but not limited to:
1. Comply with our set of standards and security policies
2. Provide end-user maintenance support 
3. Service Level Agreements (SLA) response time of 24 hours for break/fix or replacement of equipment
The successful bidder will be responsible for [SCOPE OF WORK].
The criteria set forth below should be met to achieve successful completion of the project:

1. [CRITERIA 1]
2. [CRITERIA 2]
3. [CRITERIA 3]
4. [CRITERIA 4]

Acceptance of the work is contingent on the following acceptance criteria:

1. [CRITERIA 1]
2. [CRITERIA 2]
3. [CRITERIA 3]
4. [CRITERIA 4]
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[bookmark: _Toc47199121]RFP & Project Timelines

The Request for Proposal timeline is as follows:
	Request for Proposal Issuance

	06/07/20XX

	Selection of Top Bidders / 
Notification to Unsuccessful Bidders

	06/08/20XX

	Start of Negotiation

	06/09/20XX

	Contract Award / 
Notification to Unsuccessful Bidders
	06/10/20XX



The need-date for project completion is [DATE]. Bidders may propose a date earlier or later, and will be evaluated accordingly.

[bookmark: _hv2f44r1jjxx]


[bookmark: _Toc47199122]Budget

[COMPANY NAME]’s budget for the project is [DOLLAR AMOUNT].
The Respondent is required to provide a fixed lump sum fee proposal for the completion of the services, to inclusive of all costs- e.g. licenses, management, administration, overheads, insurances.
	
	DESCRIPTION OF COST
	COST (EXCL. GST)

	1
	Year 1 License costs 
	

	2
	Year 2 License costs 
	

	3
	Year 3 License costs 
	

	4
	Costs for Implementing Solution
	

	5
	User Training 
	

	
	TOTAL COSTS
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[bookmark: _Toc47199123]Evaluation Factors

[COMPANY NAME] will rate proposals based on the following factors, with cost being the most important factor:

1. Responsiveness to the requirements set forth in this Request for Proposal
2. Relevant past performance/experience
3. Samples of work
4. Cost, including an assessment of total cost of ownership.
5. Technical expertise/experience of bidder and bidder’s staff

[COMPANY NAME] reserves the right to award to the bidder that presents the best value to [COMPANY NAME] as determined solely by [COMPANY NAME] in its absolute discretion.
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