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ACQ – Template - RFI Including Vendor Questions

IBPL Sample Template
RFI including Vendor Questions 

Introduction

Organization X, a provider of Y in the United States, is conducting an IT process improvement project which includes IT Asset Management.  The organizational goals driving this project are uncovering savings, improving security, establishing common processes and conforming to standards and governance.  

At this point in the project, the IT Asset Management team is building a business case in advance of a possible investment in an IT Asset Management ownership repository.  An RFQ will most likely not be submitted, but an RFP and subsequent product choices are likely outcomes for the business case.  

We are requesting information on the availability of your organization’s solutions, pricing, the licensing model and the services available to aid in the implementation of your products.  Please address the specific questions provided below based on the background information provided.  Response is requested no later than Monday, November 10, 20XX at noon EST and sooner if at all possible.  Responses are to be sent to: ___________________.

Any questions, please contact __________________ at the email listed above, or at +1 (123) 456-7890.  If the investigative project is successful with the business case, all respondents to this request will be considered during the selection process as part of a formal RFP. 

Background Information

This organization has 50,000 employees, located throughout the US.  Assets being  managed are broad, as listed below.  Currently, there is a help desk system but no ownership repository.  _____________ is being rolled out for discovery of the environment; discovery for other environments is not yet in place.  The ERP system in use is __________. 
	Defined Scope of Managed IT Assets


	Computer, desktop

	Computer, mainframe

	Computer, midrange

	Computer, displays

	Computer, Servers

	Smartphones

	Mobile devices including laptops, pads and tablet computers

	Multifunction printer, photocopier, scanner devices

	Secure ID tokens

	Standalone printers

	Software Licenses installations

	Data circuit / dedicated / owned

	Fiber-optic network equipment

	Generator, electric backup power

	Server racks

	Multiplexing equipment

	Network equipment including routers, switches

	Server cooling systems

	Network printer

	Facsimile machine


All of these assets are potentially in scope but will be prioritized for implementation.  For planning purposes, consider an asset base of 1,000,000 assets.
	Ownership Repository 
	Business Functions desired

	Financial
	

	
	Invoice verification and reconciliation

	
	Cost center analysis

	
	Budgeting

	
	Chargeback

	
	Refresh planning

	
	Extensive reporting capabilities to support analysis for savings

	
	Finance reporting

	Contractual
	

	
	Software license management

	
	Vendor management

	
	Renewals notification

	
	Maintenance and vendor evaluation

	Inventory
	

	
	Workflow

	
	Coordination of IMAC with help desk team and tool

	
	Risk Management through application of standards

	
	Asset loss detection and prevention

	
	Redeployment

	
	Coordination of disposal


Assumptions:

· Consider an asset volume of at least 1,000,000 in your estimates
· Basic functionality should include:  financial management, contractual management and inventory  
· Integration to _____________ for reconciliation is required as well as the ability to interface with other discovery tools  
· A relational database (RDBMS) technology is required for the repository tool, with _______________ being the preferred engine in this organization.  Describe the database technology used by your product and if not available with ____________, please describe the alternatives  
· Use of barcodes/RFID in order to provide inventory and reception are required.  Please include the cost of providing this functionally for approximately 50 people  
· Please describe your product’s reporting capabilities as a highlighted requirement  
· Discussing integration capabilities, bar-coding for reception, and helpdesk integration
	Ownership Repository Vendor Questions
	Comments

	Pricing
	Describe the software licensing model for your product.  Include any additional licensing required for using this product.
Please provide planning pricing for use in the business case, based on the information available in this document.
Describe software maintenance pricing recommended, if any, in addition to the initial licensing fees.

Describe the hardware required for this product’s installation and use.  Include the barcode/RFID options.



	Additional products available
	Please list other asset management tools available from your organization.  
Explain how these tools relate to achieving the functionality required and if they are included or are priced separately from the IT asset repository product.


	Services
	Please describe the professional services available or recommended for implementation of the ownership repository, given the size of this organization.  
Does your organization provide the implementation services described above or do you use subcontractors/partners to perform the services?  If you do subcontract, please describe how you ensure the quality of their performance.

Describe available education courses recommended for your product(s) by role and indicate pricing for onsite and open-enrollment classes.



	Architecture
	Please list the operating systems and databases available with the ownership repository of your product line.  Describe options available such as external cloud, any virtualization environment restrictions


	Integration with ____________
	What type of integration is available with your ownership repository?  
How much custom work is required for bi-directional integration?  
Are both real time and scheduled integration an option?



	Integration with homegrown systems
	This organization has an investment in homegrown applications, many of which will be replaced as part of this project and other projects.  During the transition phase, integration with homegrown systems may be necessary.  Please describe the effort and choices available for this type of integration.


	Implementation
	Describe the installation time frame and staffing requirements.  
List the typical business issues, with timing and staffing requirements, for a successful implementation that includes population of the database and implementation of processes.



	Automated Workflow
	Describe the capability of your tool to automate work flows.


	Automated Notifications
	Please describe the notification and reminder capabilities in your tool.


	Invoice reconciliation
	The ownership repository is the best source of information on whether the invoice is correct and should be paid.  Describe the typical activities that can be performed using this product to uncover savings throughout the process.


	Reporting capabilities
	Please describe the reporting capabilities, including the tool used and export choices.
List any standard reports provided.  
Describe the ad hoc reporting capabilities.  


	Limiting access and view
	The functionality of the ownership repository is broad and security of data and access are critical to this organization.
Please describe the methods available in the tool for limiting access and view to the appropriate person or group (budget managers, reporting only, that type of group).



	ERP vs. ITAM
	What characteristics of the ownership repository separate the product offered from the ERP system that purports to have asset management functionality?



	Typical customer scenario
	Describe a common implementation of your product, including the automation frequently used in conjunction with it such as IT Service Management, financial systems, procurement systems, types of discovery products.
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