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How Do I Prepare for a Solicitation?
1. Get stakeholder input upfront. Nothing can doom an important procurement project to failure more than creating an RFP in a bubble. At the very beginning of the creation process, it’s critical to identify all key stakeholders and engage them in the process of creating the RFP. Internal teams need to provide input, and be in harmony, before sending anything to your vendors.
2. Don’t reinvent the wheel.  There are plenty of examples online for a variety of solicitations.  It’s a standard practice in procurement to “borrow” specification/scope of work documents from other organizations.  These documents then should be modified to meet  your requirements. 
3. Be specific with your requirements. If you don’t know what your requirements are, how will prospective vendors? Vague, poorly written requirements sections will lead to vague, poorly written proposals. Which will then lead to poorly written contracts and lots (and lots) of problems after the contract is signed. Make sure to invest ample time to create clear, specific requirements.
4. Define your evaluation criteria. Unless you are buying pure commodities, price should rarely be how you select a winning vendor. You get what you pay for, which includes quality products, fast delivery and great service. Determine what criteria really matter to you, and define them in your proposal. It will allow vendors to talk to their strengths in those areas, which will help you make a better overall selection.
5. Know what’s negotiable (and what’s not). Define what you really care about, and what you’re willing to give up to get it, before you go out to bid. For example, if fast turnaround is critical to you, and speed of payment critical to the vendor, would you be willing to swap faster payment for faster turnaround? Spend time up front to define your swaps, and get buy-in from those that need to give you approval to do so.
Please contact Erica Smith for assistance.
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