RFP Template

12/12/2006

Company Name

LOGO

REQUEST FOR PROPOSAL

For Telecom Audit Billing Services 

The purpose of this RFP is to obtain proposals for providing telecom billing audit services to Company Name and its subsidiaries.  Organizations receiving this RFP shall hereinafter be referred to as “bidders” throughout this document.

It is Company Name’s policy to seek out cost-efficient services while retaining the highest quality of services available. As a consequence, an emphasis will be placed not only on cost but also on how bidder’s performance can be tracked and verified.

The evaluation will place considerable importance on bidder's overall ability to minimize Company Name’s costs while meeting and exceeding the requirements stated in the body of this RFP and its attachments. It is essential for bidders to understand that the criteria established for this purpose will rate bidders on general categories, as well as on quantifiable units of measurement, such as price. All categories listed below will be carefully reviewed and evaluated.  

Generally speaking, the process will assign high priority to the following evaluation criteria (listed in no particular order):

· Overall Proposal conformity to RFP requirements and quality of response to RFP

· Staff capacity and qualification

· Ability to handle multiple audits simultaneously

· Geographical coverage

· Scope of services

· Service fees

· Strength of Back-end Processes (Audit tracking tool, Savings reports etc.)

· Company background and Industry experience 

· References (including past Company Name experience)

1. Company Background

Provide an overview of the company requesting the proposal (100 – 150 words).  Include products and/or services provided, current operation, and location.

Other possible areas to discuss:

· Business Objectives

· Technology

· Record of sales

· Achievements/Recognition
· Company size (employees)
2. Statement of proposal and general instructions:

2.1. Contractual Commitments

This RFP does not constitute an offer by Company Name to contract, but rather represents a definition of specific requirements and an invitation to bidders to submit a proposal addressing these requirements. Company Name may incorporate any or all of your proposal in any contract as it so chooses. 

It is Company Name’s intention to contract with a single vendor based on the overall impact of the bidders’ proposals or on any other basis rather than on any narrow evaluation criterion. Only the execution of a definite, binding agreement(s) will obligate Company Name in accordance with the terms and conditions contained in such agreement(s). 

The contents of any submitted proposals, and any subsequent material submitted in response to requests for additional information, will be considered offers to contract by each bidder unless otherwise agreed to by Company Name. In order to ensure the effectiveness and efficiency of the response process, Company Name will immediately reject any bids that contain any contingencies or conditions for acceptance.

2.2. Bidder Contact(s) Sheet and Authority Statement

Each proposal must be signed by a duly authorized representative of the bidder. The proposal must also provide information regarding individual(s) within the bidder’s organization responsible for the response. If more than one person is identified, Company Name will assume that contacting any one of these individuals will be sufficient for any correspondence relating to this RFP.

2.3.  Confidentiality
The bidder will regard and preserve as confidential all information obtained from any source as a result of this RFP related to the business of Company Name, its subsidiaries, affiliated companies, business or consortium partners, or clients. The obligations of the parties to the RFP process are detailed in the Non-Disclosure Agreement that you will find in Appendix 3 at the end of this document. Note that the NDA attached to this document only applies to the RFP; additional NDAs will be required by carriers in order to access Company Name’s contract information. 

The Non-Disclosure Agreement must be signed and faxed back to Company Name, Attn. Procurement Manager (fax #: xxx-xxx-xxxx), or via email at xxx@companyname.com no later than mm/dd/yyyy.

Company Name reserves the right to request the return or the destruction of any of the material contained in this document, or any other document(s), which are a part of this bid process.

2.4. Unsuccessful Proposals
Upon award and execution of a binding agreement(s), the service provider contact for the unsuccessful bidders will be notified. Company Name shall have no obligation to explain why bidders were not awarded contracts.

2.5. Subcontractors (Optional)
Bidders may not rely on subcontractors or “partners” to provide fulfillment of any major portion of this RFP on which they are bidding. Company Name will give priority to proposals from bidders able to provide all services by direct fulfillment through company-owned operations. Bidders are urge to specify which, if any, portion of their services is provided through subcontractors/partners and to what extent. 

2.6. Terms and Conditions
All terms and conditions set forth in this RFP and its Attachments are mandatory bid requirements. Any bidder who does not completely respond as requested may be eliminated from the bidding process at Company Name’s sole discretion.

3.    Scope of the RFP
This RFP covers the purchase of telecom billing audit services.

3.1.  Geographical scope: at this time, Company Name’s focus is on auditing all telecom related billing for its subsidiaries in the US. 

3.2.  Services: inventory analysis and billing audit of all telecom-related invoices, including but not limited to voice, data, PBX, local telecom equipment (MACs, maintenance, leases) and wireless invoices.

3.3.  Out of scope: all services related to training, contract negotiation or initiatives to curb demand.

3.4.  On-going Telecom spend management tools: bidders are encouraged to describe their offering in terms of database management tools which could help Company Name control their telecom spend on an on-going basis. While it is Company Name’s intention to select such a tool in the future, bidders will note that such tools are considered “out of scope” at this time for the purpose of this RFP.

4.  Financial Proposal
4.1. Service fee structure:
Company Name expects to build a mutually beneficial partnership with the selected bidder(s). An essential step in this direction is the establishment of transparent financial terms. Hence, Company Name requires that all financial proposals be based on a percentage of the savings recovered from the auditing process. 

 FORMCHECKBOX 
 Agree



 FORMCHECKBOX 
 Disagree

Bidders should present their fee structure in a clear and concise way. Alternative proposals may be presented for Company Name’s consideration in addition to, but not in lieu of the aforementioned.

4.2. Definition of savings:

In this section, bidders should provide a detailed definition of all types of claims that they will process against telecom carriers, along with their respective fee structure for each of type of claim. Unless otherwise specified, Company Name will assume that bidders will collect a fixed percentage of each credit issued to Company Name only once, with no recurring charges ever being linked twice to the same claim once processed.

4.3. Payment terms:
In no event will the identification of billing errors determine payment of the service provider’s fees. Service fees will only be payable after credit claims have been processed by respective carriers and upon actual recovery of such credits by Company Name.

5. Personnel/Staffing:

Company Name expects that the service provider to set up a team whose manager will be the single point of contact for Company Name. The National Account Manager will coordinate and supervise all Company Name telecom audit activities in the US and provide regular status reports of those activities. All of the team members should have significant experience in auditing telecom spend. The Account Manager should be authorized to make all substantive decisions related to the Company Name account. In order to maintain quality and continuity, service providers must make every effort to keep staff turnover on the account team to a minimum. If such changes are unavoidable, Company Name must receive adequate notice of impending changes.

Bidders should provide an outline of the Account team that they would assign to the Company Name account. This outline should at a minimum include the number of the people on the team, their title, role on the team and qualifications to support that team (seniority in the service provider’s organization and industry).

6. Service specifications:

Company Name intends to enter in an agreement with a service provider who has extensive knowledge of the telecom industry, including proven experience dealing with a wide variety of telecom carriers in the United States. Bidders should provide a list of all the carriers that they have worked with extensively to process claims in the last two years, along with the total number of claims and dollar amount, which have been successfully processed with those carriers during the past two years.

6.1.1 audit Locations:
The National Account Manager will work with Company Name Corporate IT to identify first priority/second priority locations for the audit process. 

6.1.2. Identification of Company Name Resources:
By conducting this RFP, Company Name confirms its intention to outsource the audit billing process to service providers. This decision is driven multiple internal projects and the lack of time and resources to support a thorough audit process. In this environment, it is critical for Company Name to understand the amount of support that the service provider will require during their audit process. Bidders should provide a brief outline of their audit process and clearly identify, for each step of this process, how much support they will require from the Company Name locations. This estimate should include the functions that they will need to work with, details of the tasks to be performed, and how much time people in these functions should allocate to support this project.

6.1.3. “Time to Money”:
“Time to Money” is defined as the period of time between the start of the audit and the time that the first credit from a processed claim gets paid to Company Name. Please provide average time to complete the analysis of invoices, time to place a claim with a carrier and average time to get this claim processed. It is understood that processing claims through some carriers may be longer than others, so for comparison purposes, bidders are invited to provide Company Name with the average time that they would process through two selected carriers of bidder’s choosing.

6.1.4. Monitoring requirements:
Company Name expects the service provider to report on all phases of their process for all audits carried out at Company Name’s locations. Examples of the type of reports that Company Name include (but are not limited to)

· Telecom spend by carrier by Company Name location (result from the “inventory analysis”);

· Savings opportunities identified by carrier by Company Name location (date and amount of claims placed with carriers);

· Summary of claims actually processed (date and amount of credit) by carrier by Company Name location

· Amount of credits actually received by Company Name by carrier by Company Name location

Bidders should provide examples of the reports available to Company Name and their reporting format (“in-house” tracking tool, software application etc.).

Proposal instructions:

All bidders are required to follow these guidelines in responding to the RFP.

A. Proposal Due Date:

All responses to this RFP must be submitted in writing, preferably in a Microsoft Word document, by mm/dd/yyyy.

For efficiency’s sake, please address all responses to this RFP by e-mail 

to: email1@yourcompany.com & cc: email2@yourcompany.com
In addition to this e-mail, printed copies of the response to this RFP along with any supporting documents should be mailed in triplicate to:

Company Name 
Attn: Bid Solicitor
Address Line 
City, State, Country, Zip
B. Critical milestones:
1. Non Disclosure Agreement

The attached Non Disclosure Agreement must be signed and faxed to the attention of Legal Contact (xxx-xxx-xxxx) by end of day mm/dd/yyyy.

2. Questions & clarifications requests: 
Company Name will give all bidders an opportunity to clarify all points and answer any questions related to this RFP. All bidders will be given one hour in a meeting or conference call to address all their questions. Please refer to the body of the e-mail sent along with this RFP for the time and day of your meeting/call. If you are not able to participate in this meeting on the day/time assigned to your organization, please send all your questions in an e-mail by the end of business day mm/dd/yyyy.

3. Checklist of items to be returned:
· Clarification questions: mm/dd/yyyy.
· Non Disclosure Agreement: by mm/dd/yyyy.
· Bidder Information Statement: with the proposal by mm/dd/yyyy.
· Proposal: by mm/dd/yyyy.
· References

· Any other materials that you would like to include to substantiate your proposal

4. Proposal Format and Order
4.1. Cover Letter 

4.2. Contact person(s): name, title, telephone number of the individual responsible for the bidder’s response.

4.3. Bidder Information Statement (use Attachment

4.4. Locations: bidders should submit a list of their directly owned and managed US locations

4.5. References: three references with complete contact information. A brief description of the services performed for that company should be included as well.

4.6. Financial proposal (service fee, including savings definition)

4.7. System and Service Specifications: your response should clearly state your capacity to answer the requirements given in sections 4/5/6 of this document. In particular, the following specific issues must be addressed:

· progress reports / tracking tool

· outline of audit process (including time table, when your organization would be ready to start their first audit with Company Name at the earliest)

· capacity to handle several concurrent audits for Company Name locations anywhere in the US

· time and support required from Company Name to carry out the audit

· “time to money”

· account team

4.8.   Any other materials (additional services, telecom spend management tools etc.)

Attachments.

 Appendix 1 - Company Name Electronics North America – Main US locations 

Note: this list is only intended as a reference to provide bidders with a general idea of Company Name geographical presence. 

	Insert Company’s locations in this grid
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Appendix 2. Bidder Information Statement
	Bidder Legal Name:

	

	Bidder Legal Address:
	

	Phone Number:

	

	Fax number:
	


Check one: 

 FORMCHECKBOX 
Corporation
 FORMCHECKBOX 
 Partnership
       FORMCHECKBOX 
 Sole Proprietorship
 FORMCHECKBOX 
Other (Explain) …………………………………………………………………………………….

1.
Indicate the number of years that the bidder has been providing the products or services described in this RFP.

2.
Indicate whether the Company is a “minority bidder”. Attach a copy of federal certification, if applicable.

3.
How many claims did your company process in 200X?

Number of claims:

With how many carriers:

Total $ amount of the claims:

4. What was the average time for your organization to complete an audit in 200X? If you are making assumptions on number of invoices, spend etc., please specify them.

5. What is your current average time to process a claim with your selected two suppliers?

6.
Provide a list of the carriers that you have processed claims with in 200X
7.
Please provide short description of the function profiles in your organization, enter the function under “category” and the number of people in this function under “Total Number”

	Category
	Total Number

	Ex.: Auditors/Consultants
	

	
	

	
	

	
	

	
	

	
	


9.
If applicable, indicate any company name changes, and the date of the change, that have occurred within the past 10 years.

10.
If incorporated, provide the following information:

·
Date of incorporation.

·
State of incorporation.

11.
Briefly describe the organizational structure of the company.

12.
Briefly describe any pending or past legal proceedings to which the bidder or any affiliate is a party or to which any of their property is the subject.

13.
Indicate whether the Company has been or is the subject of a bankruptcy or insolvency proceeding or subject to assignment for the benefit of creditors.

14.
Estimate where Company Name would fall within your total current customer base:

	Rank
	Within overall bidder customer  base

	Top        10
	 FORMCHECKBOX 


	Top        50
	 FORMCHECKBOX 


	Top      100
	 FORMCHECKBOX 


	Top      500
	 FORMCHECKBOX 


	Not in Top 500
	 FORMCHECKBOX 



4. List all Company Name contracts, jobs or consulting relationships the bidder, or any affiliate has engaged in.

Appendix 3 – Non Disclosure Agreement (RFP)

Company Name CONFIDENTIALITY AGREEMENT

Copy to be filled out and returned signed to Legal (fax: xxx-xxx-xxxx)
Insert your Company’s Non Disclosure and Confidentiality Agreement Here
This Free RFP Template is provided by:
[image: image1.jpg]Source @ne

Management Services, L.L.C.




As a Procurement Service Provider, Source One, has assisted companies with their strategic sourcing requirements for over 15 years.  Engagements with Source One may include category management spend consolidation, statements of work, alternate supplier identification, market and supply research, RFP management, price negotiations, and E-enablement.  We help companies reduce spend and help reduce the overall cost of acquisition through proven sourcing and purchasing strategies, best practices, people and technologies.  Our clients have averaged 18% savings across all product and service categories.  Please learn more about Source One by visiting www.SourceOneInc.com , emailing us at info@sourceoeninc.com or calling us toll free @ (888) 399-7687. 
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