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INSERT YOUR COMPANY NAME
Street Address
City, State, & Postcode
Request for Proposal Template


[bookmark: _Toc147649889]Disclaimer
Enkindle Consulting Pty Ltd has created this template as part of the ITC Toolkit ‘the kit’ specifically for use by the Sector Support and Development network in providing resources to support Commonwealth Home Support Program providers in their initial scoping, requirements gathering, and selection and implementation of a client management system (CMS). 
The Sector Support and Development network and Commonwealth Home Support program providers are permitted to use these templates, guidelines, and checklists to prepare for, evaluate, and implement a home care system for your organisation. We have made these materials adaptable to meet the specific needs of users. 
This template has been prepared for general guidance and does not constitute professional advice. You should not act upon the information contained in this template without obtaining specific professional advice. No representation or warranty (express or implied) is given as to the accuracy or completeness of the information contained in this template and, to the extent permitted by law, Enkindle Consulting Pty Ltd, Three Digital and our partner organisations and each organisations directors, members, employees and agents do not accept or assume any liability, responsibility or duty of care for any consequences of you or anyone else acting, or refraining to act, in reliance on the information contained in ‘the kit’ or for any decision based on it. All text has been included for example purposes only. The content of ‘the kit’ should be used as a guide; content may need to be edited for your organisation.
This template is solely for the recipient's use, as identified above. It may not be reproduced or circulated without our prior written consent. If you are not the intended recipient, you may not disclose or use the information in this documentation in any way. Enkindle Consulting copyrights the tools and templates contained in ‘the kit’, and any sharing or use of these materials and/or use for commercial purposes without the permission of Enkindle Consulting is prohibited.  
© 2023 Enkindle Consulting Pty Ltd

Note this template is an example only. Please seek professional advice from an experienced ITC professional in determining the information to be included within the RFP.
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Description automatically generated]Our partner organisations: 
Enkindle Consulting, Three Digital and our partners acknowledge the Aboriginal and Torres Strait Islander peoples as Australia's First Nation Peoples and the Traditional Custodians of this land. We respect their continued connection to land and sea, country, kin, and community. We also pay our respect to their Elders past, present, and emerging as the custodians of knowledge and lore.


RFP TEMPLATE 
A request for proposal (RFP) will set out your business requirements, detailed opportunity and scope, and the process you are undertaking to seek responses from interested vendors (respondents). The RFP provides a formal and standardised approach to seeking the critical information you need to make an informed selection of a home care Client Management System (CMS). The RFP, together with the standard response documents (the RFP response form and the detailed requirements spreadsheet), will provide a consistent process and faster and easier comparison during the shortlisting and evaluation stages. It will help to ensure that the eventual vendor selection is data-based, aligned strategically and thoughtful. 





Contents of the RFP
1.	PROJECT OVERVIEW - SUMMARY & BACKGROUND	4
2.	PROJECT PURPOSE, SCOPE, AND DELIVERABLES.	4
3.	INDICATIVE TIMELINE	4
4.	PRICING	5
5.	REFERENCES	5
6.	COMMUNICATION PROCESS	5
7.	HOW TO APPLY	6
8.	CONFIDENTIALITY	6
9.	RESERVATION OF RIGHTS	7




1. [bookmark: _Toc147853910]PROJECT OVERVIEW - SUMMARY & BACKGROUND
The summary and background section will clearly describe the purpose of the RFP and will introduce the respondents to the problem your organisation wants to address. This brief overview may also include information about your organisation to help the vendors understand more about your organisation’s general sentient and clientele, allowing the vendors to understand whether they are the best fit for the opportunity.

Items to include:
· Company overview, size, and nature of operations.
· Service details, including total annual service activity and number of ITC users.
· Problem statement – why are we doing this?
· Goals you want to achieve using the software.
· KPIs and criteria for success – What does success look like after implementation?



2. [bookmark: _Toc147853911]PROJECT PURPOSE, SCOPE, AND DELIVERABLES. 
Provide details of the project scope and what you want the vendor to quote on and deliver—noting specifically items that are in and out of scope (for example, financial systems, CRM etc).


3. [bookmark: _Toc147853912]INDICATIVE TIMELINE
Detail the RFP process and timelines that may include: 
· The proposal deadline
· Evaluation and shortlisting 
· Vendor demonstrations
· Reference checking and due diligence
· Negotiation deadlines
· Deadline for notifying unsuccessful vendors
· Timeline for project commencement 
· Timeline for project completion






4. [bookmark: _Toc147853913]PRICING 
Request vendor to provide detailed pricing to deliver the detailed requirements.
Including: 
· [bookmark: _Int_ybBZFsbe]Vendor costs: project implementation and the inclusions, e.g. project management time, costs of training users
· Home Care CMS costs:  implementation costs as detailed in the RFP (configurations, integrations and customisation) 
· Ongoing Costs: licencing fees, maintenance costs, training, travel, and support


5. [bookmark: _Toc147853914]REFERENCES 
Request at least two reference sites of similar nature and size. 
Example
	
Name of Contact
	
Organisation
	
Title
	
Email or Contact Details

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




6. [bookmark: _Toc147853915]COMMUNICATION PROCESS
· Provide details of how respondents can seek clarification of any matters relating to this RFP.
· Provide details of any information sessions that are being conducted.
· [bookmark: _Toc506791833]Explain that answers to any questions will be de-identified and published to all registered respondents. 


7. [bookmark: _Toc147853916]HOW TO APPLY

Response forms
Explain to respondents that they are to complete and return two documents provided:

1. Detailed Requirements Spreadsheet
2. Vendor Response Form 

Ask respondents to use the templates provided. 


Attachment
Provide details of the attachments that you expect to be attached with the comments above. Including
1) Detailed pricing
2) Systems diagrams
3) Security and Business Continuity Plans
4) Evidence of financial performance.
5) Vendors digital roadmap 


Reconfirm that no marketing material is to be included. 

Submissions

Detail how submissions are to be lodged and the deadline for submissions (time and date).



8. [bookmark: _Toc147853917]CONFIDENTIALITY
[bookmark: _Toc506791850]Confirm that information included within the request documents and any attachments, annexures, appendices, and any subsequent discussions and/or interactions you may have with the respondents with this RFP are acknowledged as confidential information and shall be treated as such by both parties. 






9. [bookmark: _Toc147853918]RESERVATION OF RIGHTS 
[bookmark: _Toc506791864]Provide details of your rights in relation to this RFP.  An example is provided below.
[bookmark: _Int_0EfbTO3A]The organisation makes no representation or guarantee that any agreement shall be entered into with any respondent as a result of this RFP and reserves the right to:
· Invite any person or entity to make a submission in response to this request.
· Reject any respondent through shortlisting processes.
· Extend the closing time.
· Consider a submission submitted other than in accordance with these conditions of request.
· Consider an incomplete submission.
· Abandon this request process at any time.
· Clarify any aspect of a submission after the closing time.
· Seek the advice of external consultants to assist in the evaluation or review of submissions.
· Make enquiries of any person or entity to obtain information about the respondent and its submission.
· Seek information from any respondent.
· Following evaluation of requests, invite revised requests from one or more respondents.
· Following the evaluation of requests, negotiate with one or more respondents.
· Negotiate with a respondent for the provision of any part of the requirement, and negotiate with any other respondent with respect to the same or other parts of the requirement.
· [bookmark: _Int_0VSUnxwA]Enter into direct negotiations with any other person or entity who is not a respondent, and
· Discontinue negotiations at any time with any respondent.
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