
Sample Technical & Business Proposal

Request for Proposal
Vendor Information

Vendor Profile

	Background
	Vendor Responses

	Company’s full legal name and preferred name (short name or symbol)
	

	Main office and address
	

	Sales office for this account
	

	Location and purpose of other offices
	

	
	

	Business Focus
	Vendor Responses

	What is your firm’s primary business?
	

	Secondary?
	

	What are the firm’s future plans and direction?
	

	Corporate Structure
	Vendor Responses

	What are the firm’s corporate structure and state of incorporation, if applicable?
	

	If you are a wholly owned or majority-owned subsidiary or division, what is the parent name and country/state of incorporation?
	

	Describe your relationship between the parent firm and its subsidiaries.
	

	List all corporate affiliates.
	

	Describe any guarantees provided by the parent firm, as they would relate to this Information/project.
	

	Indicate the percentage of any outside ownership.
	

	Is there venture capital participation? Indicate who and the amount.
	

	Company Staffing
	Vendor Responses

	Total number of employees.
	

	Please attach an organization chart.
	

	What is the employee turnover rate?
	

	Average seniority.
	

	List key employees – name, location, and duties.
	

	What was the last three years growth/decline in the number of employees?
	

	Number of executive and senior managers and average seniority within the firm.
	

	Number of product developers and average seniority within the firm.
	

	Number of consultants (e.g. custom developers) and average seniority within the firm
	

	Training and support staff and average seniority within the firm.
	

	Number of staff in Sales and Marketing.
	

	Number of staff in Administration.
	

	Other staff
	

	Product/Service Offerings
	Vendor Responses

	What is the total current installed base of all products and services of your firm (licenses, sites)?
	

	What was the last three years growth/decline in your customer-base?
	

	List all products and services with their contribution (as a percentage) to total gross revenues, current installed base, and last 3 years growth.
	

	Other Information
	Vendor Responses

	Describe any past and/or present significant strategic alliances.
	

	List any past and/or present memberships to industry organizations.
	

	Pending litigation relevant to the proposed solution, its products, services and/or the subcontractors.
	

	Can you meet our corporate standards for Information Security?
	

	Do you have Continuity of Business Plan?
	

	When was it last tested?
	


Financial Information
	Financials
	Vendor Responses

	Are you publicly or privately held?
	

	Please provide a detailed Balance Sheet
	

	Please provide a detailed Income Statement
	

	If publicly held please attach an annual report, any published bond rating.
	

	If privately held, who are your investors, venture capitalist, and/or financing resources?
	

	If privately held, attach audited financial statements for the last 2 years and two most recent quarters.
	

	What is your revenue to expense ratio?
	

	What is your burn rate  (Burn rate refers to the rate at which a startup company expends capital to finance overhead costs prior to the generation of positive cash flow)
	

	What contributed to your burn rate?

Continued investment in technology (describe)

Inadequate business model (describe)

Excessive compensation to principals (describe)

Other factors
	

	If there is not adequate capital on hand to sustain the work through the proposed contract, is there a reasonable and valid expectation of additional capital infusion (describe)?
	

	Current annual run rate
	

	Last 3 years growth (in percentage)
	

	Current revenues of the parent firm, if applicable
	

	Last 3 years growth
	

	Amount of debt to equity
	

	Total debt value to firm
	

	R&D budget
	

	Please attach an audit confirmation letter
	

	Auditor name (contact) and phone number in case of questions
	


Vendor Experience

	Basic
	Vendor Responses

	Describe your firm’s philosophy and overall approach to this type of project.
	

	Do you supply product only or can you assist in implementing the end-to-end solution.
	

	Project Experience
	Vendor Responses

	Have you had any prior experience in similar projects in the financial services industry?  Please provide examples and client references.
	

	Describe the magnitude of the effort above in man-months and cost.
	

	Describe the application size, scope, target user population and performance characteristics.
	

	What was the time spent (in man months and lapse time) on each phase (Design, Development, Testing, and Implementation)?  What was the variance (in %) from the original project schedule?
	

	What was the project success criterion and were they achieved?  e.g. improved response time.
	

	Did the results meet the client’s expectation?
	

	Please include sample technical documentation such as functional specifications and technical designs for each phase.
	

	Project Resources
	Vendor Responses

	List the key personnel for this solution – name, location, duties (resumes are required)
	

	Are the key personnel under employment contracts?
	

	Describe any additional personnel who might be dedicated to working on this project.  Indicate total number, skill sets and duties.   Include an organization chart.
	

	Will you be subcontracting any portion of the work?  If so, to whom?
	

	What Corporate resources would be required to work with you on this project?  Indicate skill sets and experience level.
	

	Project Management Methodology
	Vendor Responses

	Describe your proposed project management philosophy and methods.
	

	If subcontracting all or part of the work, describe your process for ensuring that the subcontractor’s methods meet Corporate IT and IS standards.
	

	Will the development adhere to a Software Development Life Cycle (SDLC) model?  Provide a high level overview?
	

	Describe the project management team, duties and responsibilities.
	

	What Corporate resources are necessary to participate in the management of the project?
	

	Describe your strategy for having the team come up the learning curve.
	

	Describe your project tracking process and associated tools.
	

	Describe your project reporting process including time-periods, tools, audience, etc.
	

	Describe your project risk management process.
	

	Describe your process of implementing changes to the baseline requirements of the project.
	


Non-Functional Requirements

Development & Testing

	Development Environment
	Vendor Responses

	Describe the current development environment - hardware, software, communications, etc. List any differences with the proposed solution.
	

	Supply medium (6 months) and long-term (1 year) product evolution plans.
	

	How much and what portion of your development is outsourced and specify if onshore or offshore.
	

	What Quality Assurance processes are used? (i.e. CMM level)
	

	Indicate if you perform and manage the testing. If not, who performs this work and describe the role they play?
	

	Describe how the business functionality is tested.
	

	Describe how the proposed system will be stressed tested simulating peak volumes, number of users and system load.
	

	Describe the unit testing process including scope, level, problem resolution, etc.
	

	Describe the integration testing process including scope, level, problem resolution, etc. Indicate if it is iterative.
	

	Describe the acceptance test process, including scope, level, problem resolution, etc. Indicate if it is iterative.
	

	Describe the regression test process, including scope, level, problem resolution, etc. Indicate if it is iterative.
	

	What is the defect exit criteria for a new release.
	

	Describe the test case generation strategy.
	

	How do you confirm that all requirements have been addressed?   (Describe your requirements traceability process)
	

	Is there already an existing test bed including scripts and data that will be used?
	

	Will a testing environment be created which simulates the full production configuration?
	

	Will the testing be automated, manual or both?
	

	What testing tools, if any, are used?
	

	For the last 2 years please provide the number of patches issued against each major release.
	

	For the last 2 years please provide the number of defects opened against each major release.
	

	What is the timing of your major release cycle?
	

	Describe how Corporate specific enhancements will be incorporated into core product. (i.e. we do not want a custom version)
	


Times
	We need a global system available 24x7x365. How do you support that?
	

	The System administration can be done during a defined schedule? Can this schedule be defined to the system or is it restricted?
	

	Indicate if the proposed system supports timestamp as date, hours, minutes, and seconds.
	

	Indicate if the proposed system supports both global and local time stamps.
	

	Is the system available during any required batch cycles?
	

	Does the system operate across multiple time zones?
	


System Operations
	Describe activities required to operate the proposed system from an operator’s point-of-view. (What execution processes are required?)
	

	Describe the process of performance monitoring and tuning.
	

	Describe the system health monitoring and reporting.
	

	Describe the process of performance analysis and reporting.
	

	Describe the general activities required to perform system administration.
	

	Describe how these procedures are controlled (i.e. manual, batch, etc.). How are they constructed?
	

	Is auto-recovery available?
	


System Maintenance
	Describe the initial setup of the proposed system. Do you offer any tools to help to automate these procedures?
	

	Describe the process of subsequent initializations of the proposed system.
	

	Describe the proposed system backup process.
	

	Describe the restore/recovery process.
	

	Describe the tool sets available for database administration. Are there special User database maintenance processes?  If so describe.
	

	Are new releases backward compatible to support phased rollouts to insure 24/7 operations?  If so how many release back are supported?  Can releases be skipped?
	

	Can agents or server code be updated independently of one another?
	

	Describe the release end-of-life process.
	

	Describe any maintenance procedure which would require downtime. (i.e. adding new connectors, installing patches)
	

	Are patch installation scripts provided?
	

	Are patch rollback scripts provided?
	


Support and Maintenance
	Describe your help desk process and capabilities for:

Product support

Development support
	

	Describe tools used for help desk support.
	

	Is the helpdesk 24X&X365?
	

	Describe the levels of support offered and capabilities including the reports to support the process and average turnover for problem resolution.
	

	Is support offered for 3rd party connectors?
	

	Is an online knowledge base available?
	

	How are enhancements requested?
	



