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1 SOO Introduction

1.1 SOO Organization

[Introduce the SOO and why it is being sent to the recipient vendor.  Describe how the SOO is organized i.e. briefly describe section layout.]

1.1.1 Appendices

[Indicate appendices referenced throughout the SOO, requiring vendor attention, to ensure they are not overlooked.  Insert a table briefly describing each appendix]
[Sample Table - Fill in with appropriate information]

	Appendix Title
	Appendix Description

	A  
	

	B
	

	C
	

	D
	

	E
	


1.1.2 Web Sites

[List any web sites where the vendor can obtain additional information (i.e. additional company information, project information and SOO documentation.)  Be sure to describe exactly what information is available at each site.]

1.2 SOO Schedule of Events

[Insert table listing required activities and timeline for each.]

SAMPLE TABLE
	SOO Activities
	Due Date

	Distribute SOO
	

	Vendor Confirmation of Intent
	

	Vendor Executes Non-Disclosure Agreement
	

	Vendor Submits Clarification Questions
	

	Pre-Bid Conference (if applicable)
	

	Vendor Written Proposals Due
	

	Vendor Presentation Materials Due 
	

	Vendor Presentations 
	

	Select Firm
	

	Execute Fixed Fee Systems Integrator Contract
	

	Begin Work
	


1.3 SOO Intent

[Insert a brief summary outlining the purpose of this SOO]

2 Company Background

2.1 Background

[Provide background information on your company and your industry. List the numbers of employees you have as well as offices and locations. Indicate other business entities supported by your organization.]

2.2 Business Model

[Provide details about your current business model.  Provide details about your vision and/or future business model as a result of this project.]

2.3 Business Strategy

[Describe business strategy and related goals you intend this project to assist in realizing.]

3 Statement of Objectives

[Insert Statement of Objectives language here.]

4 Project Overview

4.1 Project Summary/Strategy

[Insert a brief summary of your project, so that when vendors read through the objectives of the project they have an understanding of the nature of the work to be performed.]

4.2 Technology

4.2.1 Current Architecture

[Provide information about your current infrastructure, current systems, application architecture, etc.

Include diagrams where appropriate.  Indicate other systems/applications, which require integration.]

4.2.2 Vision / Future Architecture

[If applicable, detail your vision for a future architecture end state, be specific and include diagrams where appropriate.]

4.3 Expected Timeline

[Map out your expectations with regard to timeline.  Include possible phases and key dates of milestones to be achieved.

Indicate any required due dates, impending events that drive the need for project completion or deadlines which are currently known.]

5 Vendor Instructions

5.1 Intention to Bid

If your company intends to respond to this SOO, please forward a written acknowledgement by [Insert date] to the contact below:

[Insert complete contact information.]

5.2 General Proposal Instructions

[Indicate the media in which you would like to receive the proposals, include the number of copies, volumes and/or pages for each media.

Identify a specific contact person to whom proposals should be sent, include name, title, address, phone number, fax number and email address.]

Your proposal must include all required responses contained within the SOO and all appendices must be completed in their entirety.

Proposals must be received no later than [insert date] at [insert time and time zone].  A letter committing the vendor to the proposal must be signed by a responsible and authorized officer of the company and accompany the proposal.

Once submitted, your firm’s proposal can be withdrawn at any time before [insert date].
Following submission of proposals and final evaluation [insert company] will have the right to retain the proposals for any unsuccessful bids, maintaining them in confidence.

By submitting a proposal, your firm agrees to all applicable provisions, terms and conditions associated with this Request for Proposal and attached contract template. (See Appendix A) 

This SOO, your submitted proposal, all appendices and attachments, stated terms and conditions will become part of the resultant contract.

5.3 Vendor Inquiries – Point of Contact

Any questions, requests for clarification or requests for data in connection with this procurement shall be made to:  [Indicate if a specific media is requested. i.e. in writing, via email]

[Identify a specific contact person to whom questions should be directed to, include name, title, address, phone number, fax number and email address.]

5.4 Cost of Proposal

[Insert company name] shall not be responsible or liable for any costs incurred by the vendor in the preparation and submission of the bid and proposal.

5.5 Confidentiality

All information contained in this SOO is considered to be the exclusive property of [insert company name].  Recipients of this SOO are not to disclose any information contained within this SOO unless such information is publicly available.  This SOO is provided for the sole purpose of enabling the vendor to develop a response.

5.6 Rejection of Proposals

[Insert company] reserves the right to reject any or all bids or proposals which are deemed to be non-responsive, late in submission or unsatisfactory in any way.  [Insert company] shall have no obligation to award a contract for work, goods and/or services as a result of this SOO.

5.7 Sub-Contractor Disclosure

If the execution of work to be performed by your company requires the hiring of sub-contractors you must clearly state this in your proposal. Sub-contractors must be identified and the work they will perform must be defined. [Insert company]  will not refuse a proposal based upon the use of sub-contractors; however [Insert company] retain the right to refuse the sub-contractors you have selected.

Your company shall remain solely responsible for the performance of all work, including work that you sub-contract.

Describe your rational for utilizing sub-contractors, include relevant past experience partnering with stated sub-contractor(s).

[If a particular sub-contract relationship is desired indicate details about that requirement]

5.8 Oral Presentations

Oral presentations are required of all proposing vendors.  Your oral presentations, along with questions and answers, will be a critical component of the overall vendor evaluation.  

If there are inconsistencies between the written proposal and the oral proposal, the written proposal will supercede and be used for evaluation purposes.

5.8.1 Presentation Slides

Vendors are required to submit a copy of their oral presentation slides 10 business days after written proposals are submitted.

 [Include any other format requirements you may have, i.e. number of slides, slide layout or font, etc.]
5.8.2 Presentation Format

[Include any other format requirements you may have, i.e. number of presenters, etc.]
Presentations should be structured to correspond with the written proposal.  This will ensure that the information presented can be easily related to the information provided in the written proposal.

Oral presentations will not exceed four (4) hours, not including breaks.  Vendors will be notified of their scheduled date, time and location for their presentation.  Presentations will be held as soon as practicable after the written proposals have been received and initial evaluation has been completed.  Oral presentations are required to be specific and are limited to the requested information below.  If there is an inconsistency between the oral presentation and the slide handouts the information in the slide handouts will be used for evaluation purposes.

Key team members, as stated in Section 8.8.5, must attend the oral presentation and be prepared to speak about their experience and perceived values to this project.

Note:  Copies of the slides will become part of the written proposal and the resultant contract.

5.9 Vendor Selection

[Insert Company] reserves the right to make an award based solely on the information provided, to conduct discussion or request proposal revisions, if deemed necessary.  The vendor(s) selected for the award will be chosen on the basis of [Insert company] evaluation and determination of which vendor will provide the greatest benefit to [Insert company], not necessarily on the basis of lowest price.  [Insert company] has no obligation to reveal how vendor proposals were assessed.

Therefore, proposals should contain your best terms within the proposed functional and technical approach.

6 Evaluation Criteria

Vendors will be evaluated on the basis of both the written and oral proposals.  However, [Insert company name] may use information other than that provided by the vendor in its evaluation.

Vendors will be evaluated against the following criteria:

· [Insert specific project related criteria]
· Quality and timeliness of submitted proposal and presentation, if applicable.

· Ability to meet the requirements and provide deliverables/documentation as stated throughout the SOO and in Section 8 of this document.

· Financial stability of the organization.

· Proven methodologies and tools.

· Company experience with the applicable business functions, [Insert name of software to be implemented] software application, and the [Insert company] industry.

· Experience and qualifications of the company and resources.

· References and relevant project history.

· Total cost of engagement.

· Willingness to use the contract template as provided in Exhibit A.

7 Project Scope of Work

[Describe exactly what you need the vendor to do for you.  There should be a clear linkage between the objectives stated earlier and the scope defined here. However, they are not necessarily identical, as it may not be necessary to expect the vendor to be responsible for all of the objectives.  Be very clear what is and what is not expected of the vendor.]

7.1 Locations

[List all geographic locations which are considered within scope (e.g., headquarters, regional offices, field sales offices, call centers, manufacturing facilities, distribution centers, 3rd party facilities, customer and supplier facilities, etc.).  Also list those known locations, which are out of scope.]

7.2 Business Entities

[List all known business entities, which are considered within scope (e.g. business units, departments, joint ventures, potential acquisitions/mergers, partnerships, alliances, 3rd party providers, etc.).  Also list those known business entities that are out of scope.]

8 Vendor and Proposal Requirements 

8.1 Transmittal Letter

The transmittal letter must contain the identity of the individual(s) authorized to commit the vendor to a contract, identity of the individuals(s) who can be contacted regarding proposal content, identity of any proposed sub-contractors, time validity of offer, etc.

It must also contain a statement that the proposal meets the specifications of each subsection of the SOO.  

An officer of the vendor must sign the letter.

8.2 Executive Summary

The executive summary must be a brief profile of the vendor and an explanation of how the vendor’s strategic direction will benefit [Insert company].

Make special note of the assumptions that were made during the preparation of the response.

8.3 Company Information

Provide a concise profile of your organization to include the following:

· Company mission statement.

· Service commitment to customers and measurements used.

· Organization structure.

· Financial viability.  Include audited financial statements for the past three (3) years.

· Relevant experience.

· Unique qualifications for performing the requested work.

· Description of the part of your organization devoted to providing the services being considered.

8.4 Alliances, Partnerships and Certifications

Indicate any relevant alliances, partnerships or affiliations with other third-party organizations.  Describe any certifications awarded to your company by any third-party organizations and/or software companies.

Describe your support and development relationship with the [Insert selected software vendor].  Explain your mechanisms employed to obtain such support.

8.5 End State Vision

Describe your understanding of the overall project objectives.

Describe your end-state vision and strategy for achieving project objectives.

Provide a high-level road map depicting overall strategy and an end-state diagram reflecting points of integration

8.6 Project/Program Management Methodology

8.6.1 Project Management Approach

Describe your approach to managing this project.  Clearly define project management deliverables.  The proposed approach must provide for insight into the vendor’s capability to manage the project, respond to day-to-day problems, manage issues, provide status and coordinate, staff, supervise and manage project resources.  In addition, describe process controls to be put in place to ensure the work required throughout this project is performed.  Identify the metrics to be used to measure progress and measure success.

Appendix C – Sample Project Management Deliverables and Documents has, been provided for the inclusion of sample weekly & executive status reports, progress/success metrics, etc.

8.6.2 Risk Management

Describe your approach to managing, identifying, mitigating and tracking of project risks.

Use Appendix C to include a sample risk mitigation plan with your proposal.

8.6.3 Issues Management

Describe your issues management approach and plan.

Use Appendix C to include a sample issues management plan and log.

8.7 Methodology

The proposal must specifically address how the vendor will perform this implementation by describing in detail the following:

· Your methodology include phases, descriptions and resultant deliverables

· Your use of pre-existing tools and templates

· Your ability to leverage and reuse knowledge capital from prior engagements of a similar nature  

· Illustrate how the project will progress from phase to phase, identify exit criteria for each phase, key decision points and milestones

8.7.1 Business Process Re-engineering (BPR)

Describe your approach, tools and methodology required to execute BPR with respect to Appendix A – Task Order.  

· Describe the roles and responsibilities of the buyer vs. vendor with regard to BPR.  

· Provide reference to implementations where proposed BPR methodology was successfully applied to a similar project.

8.7.2 Project Plan

As part of Appendix B, include a high-level project plan in Gantt chart form, for the proposed project, depicting your implementation approach, including: schedule, work streams, activities, duration, milestones and dependencies.
8.7.3 Configuration Management and Change Control

Describe your formal approach and discipline for managing, investigating tracking and disposing of requests to change approved project documents, including i.e. Functional, technical and design specifications.  The approach must include, at a minimum:

· Log change requests and approved changes in an organized and reliable fashion

· Assess the impact to cost, schedule and resources

· Manage multiple versions and configurations as changes are integrated

· A diagram/flowchart of the change control process

· Roles, responsibilities and sign-off authority for each step

· Use of a Change/Configuration Control Board

In Appendix C attach sample configuration management/change control process and procedures, change control log and change request form.

8.8 Approach

[If a desired approach such as a teaming strategy is desired state that here and ask vendor to descried how they will accomplish this or ask the vendor to propose an approach which they believe will be meet the objectives of the project.]

8.9 Proposed Project Organization

Use Appendix D to provide the information requested in this section.

8.9.1 Project Organization Chart 

Provide an organization chart depicting project team members, for the entire team (client, vendor and 3rd parties), reporting lines and communication lines.

8.9.2 Roles and Responsibilities for the Vendor(s) and Buyer

Indicate expected roles (with titles), to be played on this project along with a detailed description of responsibilities.  Included should be a listing of deliverables each role is responsible for.

8.9.3 Resource Plan for the Vendor(s) and Buyer

Provide the following resource information based on your knowledge of this project:

· Number of dedicated vendor resources, sub-contractors and software vendor along with percentage required, include a mapping to identified roles on the organization chart.

· Number of dedicated buyer resources and percentage required, include a mapping to identified roles on the organization chart.

8.9.4 Proposed Vendor Team for this Project

A proposed vendor team shall be presented with this SOO, for approval by the buyer.

8.9.5 Key Personnel

The following positions are considered to be key personnel positions and require that resumes be submitted for those positions, for approval by the buyer:

· Vendor/Sub-contractor Project Executive(s)

· Vendor/Sub-contractor Project Manager(s)

· Technical Architect(s)

· Development Lead(s)

· Process/Functionality Lead(s)

· Change Management Lead

· BPR Lead

8.9.5.1.1 Team Resumes

Describe the experience, skills, education, training, qualifications and certifications for each position.  Resume format is provided as part of Appendix D. 

Full resumes of team, to include relevant experience on the software to be implemented.

· Travel distance to the buyer site.

· On-site work schedules.

[Insert company name] reserves the right to interview and reject any and all team members presented for this project at any time throughout the lifecycle of the project.  Resources shall not be added or removed from the project without prior authorization of [Insert company name].

8.10 Proposed Timeline, Key Milestones and Deliverables

8.10.1 Task Order

Appendix A – Task Order, provides a Task Order (TO) template for your use in proposing.

Please edit the table provided in Appendix A as necessary to list relevant work activities and deliverables for the proposed project, their projected due dates and their appropriate acceptance criteria.  In the same table, also list associated payment for acceptance of each deliverable.  

For each written (document) deliverable listed in the SOO, provide the most relevant example in Word format as part of Appendix E. Sample deliverables will be assessed for appropriate level of detail, quality and relevance to the proposed project.  

8.11 Risk Identification

Describe perceived risks associated with this project and propose an approach to mitigate these risks.  Describe approach to measure success of mitigation plan.

8.12 Past Performance and Related Engagements

8.12.1 Past Performance

Provide detailed examples of experience gained within the past 5 years, of the issuance of this SOO relative to the proposing vendor, sub-contractors and team members that demonstrate the team’s ability to manage and successfully perform tasks and that substantially demonstrates relevancy to the requirements of this SOO.  Descriptions must include:

· Describe your experience working with this software vendor and having resources from the software vendor as part of the overall team

· Describe in detail the extent to which your management team has worked together to deliver services similar to those stated in this SOO

· Describe your experience with integrating this software package with multiple complex legacy systems

· Detail your experience with managing a project comparable in size, scope and complexity of this engagement

· Describe experience with leading change management and business process re-engineering efforts similar to those required in this engagement

8.12.2 Related Engagements

The vendor must supply details of at least 5 past engagements, occurring within 5 years of the issuance of this SOO.  These engagements must be relative to the vendor, sub-contractors and the software vendor.

· Provide information that demonstrates the relevancy that the engagement has to the requirements of this SOO and you proposed approach

· Compare previous project objectives to the objectives in this SOO

For each engagement provided you must complete the table below. 

Note:  Rename column headings as appropriate
	Details
	(Client 1)
	(Client 2)
	(Client 3)
	(Client 4)
	(Client 5)

	Client Contact Information 
	
	
	
	
	

	Integrator Contact Information
	
	
	
	
	

	Industry/Vertical/Market
	
	
	
	
	

	Annual Sales Revenue
	
	
	
	
	

	Clients Key Business Drivers
	
	
	
	
	

	# of Business Entities, locations and Users
	
	
	
	
	

	Duration of Engagement
	
	
	
	
	

	Solution Set:  Software Applications Used (include release level)

Functionality & Modules
	
	
	
	
	

	Software and Hardware Platform
	
	
	
	
	

	Implementation/Rollout Strategy
	
	
	
	
	

	Size and Configuration of Project Team
	
	
	
	
	

	Original Budget vs. Actual Budget
	
	
	
	
	

	Contract Type
	
	
	
	
	

	Business Benefits Realized
	
	
	
	
	

	Performance Measures Used
	
	
	
	
	

	Lessons Learned
	
	
	
	
	


9 Fee Summary

Based on the detailed statement of work provided in Attachment A of this document, complete the below table to summarize the proposed fees.

Include each milestone/deliverable indicated in the SOO along with their associated due dates and fees.

	Milestone/Deliverable
	Due Date
	Fee

	
	
	


10 Contract terms and Conditions – If Applicable

Attached, as Exhibit A is the format of the Fixed Fee Service Contract required to be entered by the selected vendor for this project.  A statement of your acceptance of these terms and conditions should be provided with your proposal.  

[Attach the SI Contract Template contain in the Best Practices Toolkit – Acquisition – Systems 
Integration as Exhibit A.]

10.1 Contract Review – Red Lined

A red lined version of the contract contained is Exhibit A must be returned with your proposal.  To facilitate this process use the tools/track changes functionality in MS Word to propose any edits to the contract document.

10.2 Contract Exceptions

If your firm is unable to comply with any terms or conditions contained in Appendix A, please complete the following table identifying the term or condition by section number and provide an alternative to the requirement with your proposal.

	Agreement Section #
	Section Name
	(M)andatory, (N)egotiable or (S)uggested
	Rational for Proposed Change

	
	
	
	

	
	
	
	


Appendix A – Task Order

[Insert task order document]

Appendix B – Project Plan

Vendor must include a high-level project plan depicting your implementation approach including:  schedule, work streams, activities, duration, milestones and dependencies.

Project Plan

Appendix C – Sample Project Management Documents

Vendors must provide relevant samples of the following documents, as requested in the SOO:

Project Management

· Weekly Status Report

· Executive Status Report

Risk Management

· Risk Mitigation Plan
Issues Management 
· Issues Management Plan
· Issues Log
Configuration Management / Change Control
· Configuration Management/Change Control Process and Procedures

· Change Control Log

· Change Request Form

· Process Diagrams

Appendix D – Project Organization & Resume Template

Vendor must provide the following project organization information, as requested in the SOO:

Project Organization Chart

Roles & Responsibilities

Resource Plans

Proposed Vendor / Sub – Contractor Team

Appendix D, Cont. - Resume Template

INSTRUCTIONS

· Complete a copy of this template for each resume submitted.  

GENERAL INFORMATION

	
	Name:
	

	
	Title:
	

	
	Proposed Role:
	


EDUCATION

	
	Start Date:
	
	End Date:
	

	
	School:
	

	
	Degree, Major:
	


	
	Start Date:
	
	End Date:
	

	
	School:
	

	
	Degree, Major:
	


RELEVANT EXPERIENCE

	
	Start Date:
	Date started on project
	End Date:
	Date rolled-off project

	
	Client/Project:
	Identify the Client or Client Type (e.g.; Global Retailer) and Project

	
	Employer:
	Identify Employer at time of experience

	
	Title:
	Identify Job Title at time of experience

	
	Description:
	Provide a brief description of responsibilities for the given experience.  Include software version and your relevant project role.


	
	Start Date:
	
	End Date:
	

	
	Client/Project:
	

	
	Employer:
	

	
	Title:
	

	
	Description:
	


	
	Start Date:
	
	End Date:
	

	
	Client/Project:
	

	
	Employer:
	

	
	Title:
	

	
	Description:
	


CERTIFICATIONS & AFFILIATIONS

	
	Certification:
	Description, including relevant dates and software versions, if applicable


Appendix E – Sample Deliverables

Vendor must attach samples of the deliverables listed in Appendix A – Task Order of the document.
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