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Agenda

 Getting started –what you need to know

 Planning

 Defining the timeline

 Drafting the RFP

 Releasing the RFP

 Reviewing responses

 Interviewing finalists

 Moving forward!
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What you need to know ïRFI

 Request for Information (RFI)

•Canvas providers for a specific solution

•Responses will help to determine:

–If you want to proceed

–Population of potential bidders

•Establishes a basis for the formal request
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What you need to know ïRFP

 Request For Proposal (RFP)

•Formal bid request to a field of providers

•Standardized questions

•Structured for response consistency

•Requires time and planning!
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Planning

 Determine the drivers

•Gain efficiencies?

•Upgrade technology?

•Enhance service 
quality?

 Resource allocation

•Internal team?

•Outside consultant?

•Roles/Responsibilities
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Planning

 Establish project timeline

 Scope the work

•Draft situation analysis to incorporate in RFP

–Organization’s background

–Workflows currently in place

–Pain points

–Changes contemplated
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Planning

 Determine award criteria

•Price should not be the primary driver

•Develop scoring approach to ensure a level playing field 
for all responders

 Formulate cost of conversion threshold

•Hard dollar costs associated with change

•Soft dollar costs need to be quantified and factored into 
the project
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Defining the timeline

 Q&A 

 Bid submissions

 Finalist selection

 Finalist presentations

 Award decision

 Contract negotiation

 Implementation
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Defining the timeline

 Allow two weeks for review and formulation of 
clarifying questions

•Specify date and method 

–E-mail

–Pre-bid conference
(recommended)

•Specify date when all responses will be available

–Bidders should have access to all questions asked and 
responses you provide

–Bidders often can’t start their response without having 
responses to questions
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Defining the timeline

 Set a due date for submissions

•At least four weeks after 
responses to questions have 
been provided

•Don’t deviate from the due date

 Provide anticipated timeline to 
complete analysis of responses

•Depends on your 
resources/objectives

•Assume four weeks after due 
date at a minimum
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Defining the timeline

 Publish window for potential interviews of short-list 
contenders

 Indicate timeframe to award business

 Develop timeframe for contract review/negotiations

 Publish desired implementation start date

 Establish live production date

•Reality check –the provider will have some input on 
ultimate dates depending on scope of work

•Relationship transitions can range from 4-12 weeks



13

Drafting the RFP

 Scope the Work

•Use background 
information to put 
bidders in tune with 
your current situation, 
challenges, future plans
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Drafting the RFP  

 Format the outbound 
request document

•Utilize AFP Standard 
Questions

•Make sure the 
questions speak to your 
specific situation/needs

•Don’t “cut and paste” an 
example received from 
a friend

Standardized RFPs: 
Effective Tools for 

Selecting Cash Management Banks
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Drafting the RFP

 Provide clear instructions for responders

•Is there a specific format you desire?

•Indicate any limitation to number of pages in total or per 
product

•Do you want marketing materials included?

–If so, indicate if within the body or as an attachment

•Indicate the number of copies to be provided

–Paper vs. electronic
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Drafting the RFP

 Provide a comprehensive pricing grid

•Use actual volumes vs. averages

•Lift information from existing Account Analysis 
Statement

–Product names, volumes

–Offer bidders flexibility to add lines to properly disclose fees 
(preferably within product groups)

–Provide AFP codes to ease comparison

•Include anticipated deposit metrics
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Drafting the RFP

 Request samples of agreements

•Affords review during the decision process

 References

•Request customer references

–Similar volumes/processing requirements

–Familiar with the implementation experience

–Able to speak to customer service delivery and relationship 
management 

–Quantify provider’s Treasury Management expertise
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Releasing the RFP 

 Obtain Treasury 
Management contact 
from potential bidders

•Avoid sending request 
“blind” or to a local retail 
branch office

 Request that bidders 
acknowledge receipt
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Reviewing responses

 Develop a consistent scoring model

 Utilize a team approach

•Segregate by product/functional area

 Focus on value added

•Did the questions get answered?

•Were your pain points understood/addressed?

•Is the approach creative?
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Reviewing responses

 Analyze the pricing

•All bids should be formatted as dictated in RFP

•Focus on cost of product set and bottom line vs. each 
individual element
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Reviewing responses

 Team should review the collective findings and agree 
on finalists

 Check references of finalists to ensure they warrant 
an interview

•Consider their feedback as you develop interview 
questions

 Invite finalists to be interviewed
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Interviewing finalists  

 Establish format

•Who will attend from 
both sides?

•Establish internal roles

•How will follow up 
questions be 
addressed?

•Standard set of 
questions, or just those 
needing clarification?

•Length of meeting?
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Interviewing finalists

 Provide format to bidders

•How many may participate?

•Are dial-in participants allowed?

•How much time is allocated for the meeting?

•Are product demos required?

–If yes, allow additional time

•Do you expect a presentation, or just responses to 
your questions?

–Remember: This is the bidder’s opportunity to help you 
become comfortable with them
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Interviewing finalists

 Things to look for

•Do they have a compelling story?

•Are you meeting with the people you will actually work 
with going forward?

•Are they committed to your business?

•Are there product gaps that may need an alternative 
approach?

•Can you establish a long-term relationship/partnership 
with them?
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Interviewing finalists

 Are you comfortable with the customer service 
approach?

 Do their future plans have an impact on your potential 
relationship?

 Is the implementation approach appropriate for your 
timeline, business model and resources?

 Are they strong enough to be there for the long-term?

 Stick to the agenda and published timeframe!
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Interviewing finalists

 Gather the team after each presentation

•Make necessary notes and comments while the 
information is fresh

 Once all presentations have been made…

•Add a value to the total score that incorporates the 
presentation component

•Use the criteria established to make a good business 
decision!

–Gain internal approval to award the business
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Moving forward!

 Announce the award

 Schedule a meeting with 
the winner to review the 
proposal in detail

•Ensure the Scope of 
Work is fully addressed

•Finalize the product set
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Moving forward!

 Let the provider manage their process

•Finalize the implementation timeline

•Execute necessary documentation

 Ensure you have the resources committed to do what 
is necessary on your side
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Questions?


