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What We Will Cover

RFP: Why and What

• Why use an RFP process, 
even informally 

• Elements of an RFP

Defining Your Needs

• The most important step 
for success

• Considerations for your 
organization

Creating an RFP

• Incorporating your 
research and needs

• Synthesizing the elements
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Why Bother 
with the 

Request for 
Proposal 

Structure?
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▪ Clarifies your project requirements
Forces you to decide what you actually need

▪ Attracts qualified vendors
A detailed ask filters out vendors who are not a fit

▪ Encourages competitive bidding
Vendors compete when they're not the only name in the room

▪ Streamlines evaluation
Systems are compared on the same set of requirements

▪ Reduces risk
Documented scope creates less room for surprises



The Seven Elements of an RFP

1 Project Overview

2 Requirements & Scope

3 Timeline & Milestones

4 Budget / Pricing

5 Vendor Qualifications

6 Evaluation Criteria

7 Submission Guidelines
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Where to Begin: 
Defining Your Needs



Inventory 
Current State 

of Affairs
▪ What works and what doesn’t?

Focus on the current system

▪ Define how to measure success
Consider the firm’s goals

Some gains may be hard to quantify
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Firm & User 
Trajectory

▪ Consider what might change in the next 5-10 years
Ensure the new system has flexibility

▪ Understand the skills and abilities of all users
Recognize short and long-term training and support needs
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▪ Look critically at improving current workflows
Map it out and find the problems

Some process issues can’t be improved with a new system

▪ Recognize that making changes may be difficult
Find a pace that will work for the firm
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Assessing & 
Improving 
Workflows



Reporting, 
Metrics & Client 

Expectations

▪ Assess data and reporting needs
Legacy systems may not be capturing enough metrics

▪ Predict what clients may expect in the future
Often dictated by the type of work done by the firm
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Integrations & Data Utilization
Do you need this system to talk to your other tools — and what data needs to be shared?

API Access

• The “old” standard for real 
time sync

• Is an API supported in all 
of your systems?

MCP

• Newer standard for AI 
tools

• Know if it is an option and 
what data is exposed

Data Hygiene

• Messy data causes 
integration and context 
issues

• Cleanup is part of the 
project
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Native AI 
Functionality

▪ Every vendor will tell you they have AI
Demo what’s available today

Know if AI features are mandatory for functionality

▪ Understand what happens to your data
Ensure your expectations for data privacy are in alignment
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Customizations

▪ System flexibility varies greatly
Ability to customize may require additional support

▪ Discuss firm needs internally early
Examine current reports and layouts critically
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Thinking to Drafting:
Writing the RFP



Project Overview

▪ Use information from the current inventory and 
firm trajectory to state your broad goals

▪ Keep it brief!

S A M P L E  R F P  L A N G U A G E

PROJECT OVERVIEW

“[Firm Name] is seeking a cloud-based billing 
and accounting system to replace our current 
platform. The firm has 65 attorneys across two 
offices with plans to add a third within three 
years. Our primary goals are improved 
reporting flexibility, tighter integration with our 
document management and CRM tools and a 
smoother experience for both timekeepers and 
clients.”
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S A M P L E  R F P  L A N G U A G E

REQUIREMENTS 
& SCOPE

“The system must support alternative fee 
arrangement tracking and budget-to-actual 
reporting by matter, client and practice group, 
and must route invoice approvals electronically 
to replace our current paper-based process. The 
system must integrate with NetDocuments and 
Monday.com via a documented API and support 
role-based user permissions across two offices.”

Requirements & Scope

▪ Workflows, reporting, integrations, AI and 
customization become a specific list

▪ Use bullets - not a detailed specification

S A M P L E  R F P  L A N G U A G E
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Timeline & Milestones

▪ Expected length of implementation and period 
close constraints help determine target dates

▪ Let vendors propose their schedule

S A M P L E  R F P  L A N G U A G E
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TIMELINE 
& MILESTONES

“The firm anticipates a go-live date no later 
than September 1, with implementation 
beginning no earlier than February 1. Vendors 
should propose a milestone schedule covering 
data migration, configuration, user acceptance 
testing and training.”



Budget / Pricing

▪ Request a full, itemized breakdown

▪ All vendors will structure pricing differently

S A M P L E  R F P  L A N G U A G E
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BUDGET / PRICING

“Vendors should provide a detailed pricing 
breakdown for a three year commitment 
including subscription fees, one-time 
implementation costs, data migration fees and 
any anticipated charges for third-party 
conversion support. Please specify what is 
included versus billed as an add-on and what 
templates, custom configurations or custom 
reporting are included.”



Vendor Qualifications

▪ Set expectations or obtain information regarding 
years in market, comparable work, support model

▪ Looking for fit and assurance that the vendor will 
still be in business in the years to come

S A M P L E  R F P  L A N G U A G E

18

VENDOR 
QUALIFICATIONS

“Vendors must have at least five years 
supporting firms of comparable size and should 
describe their implementation team structure, 
average implementation timeline, and post-
launch support model. Vendors should also 
provide two to three references from firms of 
comparable size that are using similarly 
configured systems.”



Evaluation Criteria

▪ Land on four to six criteria that communicate what 
is important to your organization

▪ Weigh or score them internally

S A M P L E  R F P  L A N G U A G E
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EVALUATION 
CRITERIA

“Vendors will be evaluated against the following 
criteria: Integration Capability — the system’s 
ability to connect with our existing document 
management and CRM tools via API; Cost — 
total cost of ownership, including subscription, 
implementation, and data migration fees; 
Support Model — the availability and structure 
of post-launch support; and Ease of Use — the 
anticipated learning curve for all users.”



Submission Guidelines

▪ This section is just the logistics

▪ The RFP is done!

S A M P L E  R F P  L A N G U A G E
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SUBMISSION 
GUIDELINES

“Proposals must be submitted electronically to 
[contact name or email] no later than [date], 
organized to address Sections 1 through 6 above 
in the order presented. Proposals should not 
exceed 20 pages. Please confirm your intent to 
submit a proposal by [earlier date].”



Wrap-Up & Questions



Recap: The Elements of an RFP

1 Project Overview

2 Requirements & Scope

3 Timeline & Milestones

4 Budget / Pricing

5 Vendor Qualifications

6 Evaluation Criteria

7 Submission Guidelines
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Each one has its own short section — proportional to what you're buying.



Thank You.
Questions are always welcome.

Natalie Mazzuca
natalie@brumaireconsulting.com
brumaireconsulting.com


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23

