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1 Introduction
1.1 Quick facts about the RfP
XXX wants to implement a modern, flexible and user-friendly new intranet. This includes the corporate intranet as well as country, regional and business unit intranets. As an initial step, your proposal should include the concept, design and implementation of the corporate intranet and 5 country intranets, including the rollout and going online.
The new platform shall support XXX in reaching our digital business objectives.
All implemented features need to aid the advancement of corporate goals as well as employee benefits.
Proposals need to address the outlined requirements and business scenarios. We want you to understand our business goals by giving you a selection of business scenarios. The outlined business scenarios are merely an excerpt of the whole project but should give you essential insights into the project. Please make sure that your proposal outlines how you intend to solve these scenarios.
We appreciate additional perspectives and fresh, new ideas.
1.2 Confidentiality
The information contained in this RfP shall be held in strict confidence and shall be used only for purposes of responding to this RfP.
1.3 Planned schedule

· <<date>>: RfP announced/sent
· <<date>>: Please indicate if you are going to participate.
· by sending an email to xxx
· <<date>>: Conference calls to discuss RfP (if requested by supplier) 
· If requested by the supplier, a 30-minutes conference call can be set up. Questions discussed during this conference call may be shared with other vendors, should it help the general understanding of the project. Contact xxx via email if you would like a conference call.
· <<date>>: Deadline for agencies to submit proposals
· Send your proposal to xxx
· <<date>>: Agency finalists’ presentations
· XXX will invite each agency on the shortlist to an all-day meeting taking place in xxx.
· <<date>>: Final agency selected
· <<date>>: First phase of project starts (scoping exercise)
· <<date>>: New intranet online
The first phase of the project will be the conception of the new corporate intranet and one country intranet in form of wireframes. This phase is seen as a scoping exercise and should be completed by the end of <<date>>. In your proposal, please describe your approach for this scoping exercise and the deliverables included. XXX reserves the right to change the selected agency at any time during or after the scoping exercise.
2 Company information
<< Information about the company, max 2 pages >>
3 About the project
3.1 Project description
The XXX intranets have grown organically over time. They mainly consist of

· 1 Corporate intranet on platform << CMS >>, very static and outdated
· Many regional independent intranets on different platforms
· Other incorporating platforms like shared folders, << other platforms >> 

Our corporate intranet is currently only in << language >>. An outdated version of << CMS >> is currently used. It hasn’t been decided yet, whether the new intranet will be developed on an up-to-date << CMS >> version or if another CMS will be selected. Your proposal should therefore include:


(A) Concept, screen design and coding (HTML etc.) for the new corporate intranet; concept for well integrated country intranets (or areas), and language concept including collaboration sites and social features throughout the whole company. A content and editorial concept for the first intranets and a strategy to move from the current intranet to the new intranet. (mandatory)
· Please include a scoping exercise at the beginning of this project. The scoping exercise should at least include the intranet concept and wireframes as deliverables.


(B) If you are experienced in << CMS >> solutions, the implementation on the newest version of << CMS >> plus a roadmap for the rollout of further intranets. (or scenario C)


(C) If you think another CMS fits our needs better, then include the implementation of your recommended CMS in the proposal, plus the reasons why you would select this one (or scenario B)

We expect you to describe the processes and give a price calculation for scenario A as well as for B and/or C. We look for total cost of ownership. If you feel we missed something in the RfP and/or the calculation sheets, please tell us.
<< Note: this is just an example how CMS and implementation can be squeezed into one RfP. You can also do two separate RfPs, or often the CMS is already set. >>

<< Please keep in mind that the implementation of a new intranet constitutes only a small part of the overall project. You need to have intranet governance including editorial concept, training concept, change management and organizational intranet structure. Also the real work starts after the rollout: An intranet is only as good as its content (user generated as well as top-down). Usage is key and needs to be backed by campaigns and change management initiatives. >>
<< Please add conditions of your purchasing department >>

In the last few months, XXX has developed a new digital strategy. The mission is to embrace digital solutions that maximise our organisation’s engagement with stakeholders and empower growth.
The new XXX intranet platform, including the corporate intranet as well as country, business unit and department sites, is part of this digital initiative. XXX is looking for a modern, user-friendly and flexible platform that integrates well into our existing landscape.
Country intranets are not seen as separate silo solutions, in fact they should very well integrate into the corporate structure. Every employees should see a personalized start page incorporating corporate news and work tools as well as local (department/country) news and tools.

These three pillars are key for the new intranet:

· News (information)

· Corporate news coming from the headquarters, some mandatory and some by choice of the user

· Business unit news coming from the respective business unit, some mandatory and some by choice of the user

· Department news coming from the respective department, some mandatory and some by choice of the user

· Country news coming from the local headquarters of the region, some mandatory and some by choice of the user
· Work (collaboration and work tools)

· Project workspaces, defined by a project group. Including all modern technologies for collaboration (file sharing, forums, social stream, …)

· Open workspaces which can be suggested by every user and will be accepted by headquarters. Those open workspaces are to discuss general topics.

· Both types can be open for everybody or limited to just by invitation

· Integration of work tools like employee self-service

· Connect (social media)

· High quality profiles for our employees

· Possibility to connect with colleagues

· Possibility to show the organizational structure as well as informal project structures
· Comment and share articles on the intranet with team members and colleagues 

Flexibility is a key factor of the new approach. The situation of regional editors varies from country to country. Some regions have very strong content teams, others are smaller organizations with less internal communications resources. Units with smaller or no communication teams do not have a dedicated intranet content editor and need to rely heavily on the easy use of the platform and central services.

3.2 Goals
<< Quickly describe the goals of the project in 1 or 2 pages. Here are some initial considerations: >>

Our key goals are:

· Well-informed employees (targeted, personalized news; top-down and bottom-up news sharing)

· Streamlined collaborative processes (centralized team collaboration spaces that are easy to use; easy file sharing throughout the organization)

· Supporting innovation (Q&A for key business topics; rich profiles)

· Increased employee satisfaction (informed employees; self-service tools; stronger connections to colleagues worldwide)

· High admin efficiency (user-friendliness also in the backend, editor interface; task-oriented backend processes; single sign-on)
4 Expectations

4.1 What you need to include in your proposal
· Documented evidence that shows that the requirements are fulfilled, including an accurate description of deliverables and how you would solve the business scenarios
· Preliminary design compositions to illustrate your talent and the quality of your work

· References of your suggested team members, similar project cases and why these cases are relevant to XXX (see attached spreadsheet). Please keep in mind that we are mainly looking for references from work your suggested team has done, rather than general references of your company.
· A structured and detailed price quote plus the filled in price spreadsheet (see attached spreadsheet)

· Short description of your process and collaboration model with clients

· Description of your scoping exercise approach incl. deliverables
4.2 General expectations
We are looking for a long-term partner, and therefore your proposal should meet the following requirements. Please make sure to reflect these in your documents:

· Proposed project team members and bios specifically for the team that will work on this project. 
· If you are selected for the shortlist, we also expect that you will take part in the finalists’ presentation with key project team members.
· Examples of similar successful projects implemented by the team members you propose for this project.
· Realistic price quotes in form of a total cost of ownership calculation, including XXX owning all rights to all developments and designs throughout the project.
· A description of how you would solve the business scenarios that shows us that you understand our business and the size of the project
· Methodology, proposed process, your way of working and model of collaboration with XXX
· We look for a partner who suggests a realistic and ambitious timeline that they are going to meet
· We expect a clear description of deliverables
· We expect a partner that is able to think in English. The whole project will be in English.
The supplier must bear all costs associated with the preparation and submission of their proposal and any further costs incurred prior to award of contract unless otherwise previously agreed in writing by XXX.


XXX does not bind itself to accept the lowest or any quote or proposal and reserves the right to accept a portion of any quote or proposal unless the bidder expressly stipulates otherwise in this quote or proposal.
4.3 IT expectations
<< Describe the current IT landscape, and add IT expectations, such as which platforms are currently used internally, which databases should be used and which interfaces to other systems are necessary >>
4.4 Business scenarios

Instead of an extensive list of requested features, we decided to include some key business scenarios to give you an overview of the project. Please show clearly how you would address these business scenarios. 

Naturally, we don’t ask for screen designs for each of the scenarios in the RfP phase! But we want you to prove that you can solve these challenges. This can be done by showing us reference cases that closely match the scenario, by presenting draft ideas or in any other way that you deem appropriate.
4.4.1 Sample use case: Editor adds new content
Topics: Editor role, content concept, content production, content reuse…
Steven is in charge of the Belgium intranet. He has been informed that there is new information available for this intranet, which he must now integrate. Steven accesses the English version of the content through the CMS and translates the content into French and Dutch. He also creates additional content of his own to ensure that the local needs of the market are met. He attaches PDF files which describe a newly proposed internal process, as he would like feedback from colleagues about this process.
Some weeks ago, he had a training for writing good web content. This also included some guidance regarding tagging and making content in the intranet findable.
Steven also needs to add pictures, which are coming from the central media asset system.

After finalizing the new page, he wants to share it with other editors around the world. Maybe one of them can reuse his ideas?
What approach do you suggest for a content strategy? How does the new intranet platform support Steven in writing good and optimized content? What are possible ways of sharing content between departments and countries? How is the original English content still linked with the regionally adopted version?
A few weeks later, Steven’s manager asks for some changes. He wants this specific content to be presented in a more interactive way. Steven contacts a local digital agency to help with the production of the interactive content. They work both on new texts and some interactive parts. How do you envision this process? How flexible is the system for external content providers?
How does the system support editors in making sure that the content is fresh and outdated content is removed?
<< Note: Normally you will have at least around 10 to 15 use cases. All use cases should be written in a story style. They can be quite short like this example or up to 2, 3 pages maximum. We suggest identifying your core business goals for the intranet and then identifying features which assist these business goals and rating them according to their ability to advance your corporate goals and benefit your employees. Especially in the change process, it is helpful when features aid in achieving both categories (benefiting corporate goals as well as employees). Advatera can help with organizing and moderating these strategy workshops. >>
5 Summary
We encourage you to present creative ideas and to think outside the box. Our ultimate business goal for this project is to have a new digital presence that engages stakeholders and generates business value.

Please give us your realistic budget estimate and point out cost drivers.

We are looking for a long-term partnership with a trustworthy and experienced agency. 
Please indicate by << date >> if you intend to submit a proposal.

Please submit your proposal by << date >>
For further information please contact:

<< contact data >>
Disclaimer: This is a draft example for an RfP. We cannot and do not take any responsibility or liability.

