ERP Request for Proposal (RFP) Template
A comprehensive template for selecting an ERP system and implementation partner

1. Introduction & Background
1.1 Company Overview
Provide a brief description of your organization, including:
· Industry
· Size (employees, revenue, locations)
· Mission or purpose
· Key operational areas
1.2 Current Systems & Challenges
Describe your current systems (ERP/accounting, CRM, HRIS, inventory, project systems, etc.) and the challenges driving the ERP evaluation.
1.3 Objectives of the ERP Project
Clearly state your goals, such as:
· Improved financial visibility
· Automation of manual processes
· Multi-entity consolidation
· Tracking projects, grants, or inventory
· Scalable platform for future growth

2. Scope of the RFP
2.1 ERP Software Selection
Vendors should propose the ERP system that best meets your needs and explain why.
2.2 Implementation Services
The RFP covers:
· System configuration
· Data migration
· Integrations
· Training
· Testing
· Post-go-live support
2.3 Timeline
Provide expected timeline (or request the vendor propose one).
2.4 Budget Expectations
(Optional) You may share:
· Budget range
· Cost constraints
· Phased approach preferences

3. Company Requirements
3.1 Functional Requirements Checklist
Core Financials
· Multi-entity management
· Chart of accounts structure
· Intercompany transactions
· Allocations
· Recurring entries
· Period management & close
Accounts Payable
· Invoice automation
· 3-way match
· Vendor management
· Payment workflows
Accounts Receivable
· Billing formats (fixed fee, recurring, usage-based, project-based, etc.)
· Cash application
· Collections workflows
Reporting & Dashboards
· Financial statements
· Real-time operational dashboards
· Budget vs. actual reporting
· Drill-down capability
Budgeting & Forecasting
· Native budgeting or integrations (e.g., Martus, Vena, Adaptive)
· Version control
· Workflow approval
Purchasing & Procurement
· Requisitions
· Purchase orders
· Approvals
· Receiving
Project / Grant / Job Costing (if applicable)
· Labor and expense capture
· Budgeting
· Revenue recognition
· WIP reporting
Inventory & Warehouse Management (if applicable)
· Item costing
· Multi-location inventory
· Serial/lot tracking
Revenue Recognition
· ASC 606 compliance
· Contract-based recognition
· Milestone or percent-complete
Integrations
Specify systems to integrate with, such as:
· CRM (Salesforce, HubSpot, Zoho)
· Payroll (ADP, Paychex, Gusto)
· HRIS
· POS / E-commerce
· Banking
· Data warehouse or BI tools
3.2 Technical Requirements
· API capabilities
· Import/export tools
· Security model & permissions
· SSO / MFA requirements
· Audit logging
· Hosting model (SaaS vs. private cloud)

4. Vendor Qualifications Questionnaire
Vendors must respond to the following:
4.1 Company Profile
· Years in business
· Offices and geographic presence
· Number of ERP implementations per year
· Specializations (industry, functional areas)
4.2 Team Qualifications
· Roles assigned to your project
· Experience level of consultants
· Certifications
4.3 Methodology
· Implementation methodology (Agile, Waterfall, hybrid)
· Project phases and deliverables
· Approach to discovery, testing, and training
4.4 Data Migration Approach
· Tools used
· Responsibilities (vendor vs. client)
· Process for validation and reconciliation
4.5 Integration Approach
· Experience with required integrations
· Limitations or caveats
4.6 Post-Go-Live Support
· Support tiers
· Response SLAs
· Dedicated support manager?
4.7 References
· Provide at least 3 references in similar industries or complexity.

5. Project Approach Requirements
5.1 Implementation Plan
Vendor should provide:
· Project phases
· Milestones
· Estimated hours
· Responsibilities matrix (RACI)
5.2 Change Management Strategy
Describe how the vendor supports:
· End-user adoption
· Training documentation
· Process alignment
5.3 Training Strategy
Include:
· Role-based training
· UAT preparation
· Training materials

6. Pricing Proposal Template
Vendors must submit pricing in the following structure:
6.1 Software Costs
· Annual subscription cost
· Module breakdown
· User license types
· Minimum contract term
6.2 Implementation Costs
· Discovery
· Configuration
· Integrations
· Data migration
· Testing support
· Training
· Project management
Require the vendor to list:
· Rate cards
· Fixed-fee items
· Time & materials items
6.3 Ongoing Support Costs
· Support tiers
· Hourly rates
· Optional enhancement packages

7. Evaluation Criteria
You may score vendors using criteria such as:
	Category
	Weight

	Functional Fit
	25%

	Implementation Methodology
	20%

	Reporting & Analytics
	15%

	Integration Capabilities
	10%

	Total Cost of Ownership
	10%

	Vendor Experience
	10%

	Support Model
	10%


(I can also generate this as an Excel scoring sheet.)

8. Instructions for Vendors
8.1 RFP Timeline
List:
· RFP release date
· Deadline for questions
· Deadline for proposal submission
· Dates for finalist demos
· Target decision date
8.2 Submission Requirements
Vendors must include:
· PDF proposal
· Completed requirements matrix
· Completed pricing template
· Implementation plan
· Reference contacts
8.3 Communication Protocol
Specify the contact person and process for submitting questions.

9. Appendices
Appendix A: Detailed Requirements Matrix
(Optional) I can generate a spreadsheet with checkboxes (✓ Available, ✗ Not Available, O = Available with customization).
Appendix B: Sample Demo Script
Vendors must follow your workflow scenarios to ensure an apples-to-apples demo comparison.
Appendix C: Data Migration Inventory Template
Helps vendors understand data volumes and structures.

