The following are notes taken during the RFP 201 Session at the June 23rd CRC meeting at Sara Lee Corporation in Downers Grove.  This is just one person’s notes, if they provide useful information great, if not, no need to save!

· From the Corporation, tax, legal, and procurement departments all need to get involved in the process internally and then identify potential providers.  The RFI allows corporations to identify who should be invited to participate in the RFP.

· Prior to sending an RFP Corporations need to research potential service providers to make sure there is a cultural fit and they have the capabilities to provide the service required.

· Even if the current service provider is “meeting all expectations” corporations needs don’t remain status quo.  RFI/RFP can be an educational process for relocation managers on corporate side identifying new trends, changes, etc.  Also allows for the corporation to verify their current provider is still the best fit.

· RFP’s help identify what you’re doing wrong when you think you’re doing everything right.  Biggest concern for corporations is answers on RFI/RFP are “perfect”, difficult to determine if the day to day will back up the RFP.  Checking references and site visits help finalize decisions.
· One suggestion would be for Corporations to identify 4-6 companies and does a site visit prior to RFI/RFP to narrow down the list receiving the formal RFP.

· Average cost for a service provider to answer an RFP can be between $20,000 and $30,000, so it’s in the best interest for the service provider to determine the possible success vs. the cost in deciding if they will respond.

· Blind RFP’s success rate is almost always zero.
· RFP’s where you have some knowledge, approximately 10-15% success rates.

· 3rd party companies need to be careful turning down requests as it may leave a bad taste in the corporations view when they decide to go out to bid in the future.
· Does benchmarking to measure current providers performance make more sense then sending out an RFI/RFP to learn that same information?  Seems corporations may look at that as an option going forward.

· Procurement is tasked with cost and benefits but needs to be aware of Relocation manager and hiring manager’s needs and communication between the groups is a must.  Initially procurement was “hands off” but we’ve seen changes recently and procurement is more involved and many times keeps the playing field level making the process more consistent for all those involved.

· Providing the Corporation's policy with the RFP will allow 3rd parties to understand scope and culture of company.  If not aware of goals and objectives, 3rd party can’t make recommendations to meet those goals.

· Many times Corporations wait until the formal RFP to share policy and request benchmarking as part of the process.  In the initial stage just stats on volume and locations are given, with greater detail provide once they’ve narrowed the provider list.

· As a service provider only provide information for the request sent, do not oversell in area’s not requested.
· It’s important for Corporations to answer service provider’s questions and share Q&A with all RFP participants to create a level playing field.

· From the service providers perspective it’s important for the corporation to be respectful of time lines and make sure answers are provided in time to give the service provider time to meet timelines.

· Important to control time during RFP process as the longer it takes, stakeholders change.

· The RFP process realistically takes 6 months from creation to selection of service provider.

· Communication is critical if corporations change their mind during the process; please keep service providers in the loop.

· The RFI/RFP process is all on line these days, all requests are sent electronically.  We’re not seeing “reverse auction/free bid” process being used anymore.
· Final decisions have been made based on site visits, seeing the team in action and understanding personalities of those teams is extremely important in the process.

· Typically best to bring individuals who will be involved in the day to day, along with management overseeing the account.  Corporations may limit the number of attendees for the presentation.

· Who do corporations want at best and final: Operations, Upper Management and Manager who will be dealing day to day with the account.  Site visits allow the relocation manager the opportunity to meet the team that will be handling their needs.

· Critical for service provider to ask who the corporation wants to be involved in best and final.  

· Very important for corporations to notify service providers not selected and include the reasons you didn’t chose them and what lead them to make the decision they did.

· One Program Manager did call the service provider and gave 5 concrete reasons they were not chosen – this information is crucial in future success.
