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Covers basic concepts, guidance and more…
A Reference for the Rest of Us! 

for

The HR Ninjas
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In our previous sessions we’ve conducted internal 
research through heat mapping, built a business 
case, run a “beauty parade” to see what HR tech 
vendors are out there, started to internally work 
through the foundations of your new HR system, 
through looking at the organisational structure.

From last time…
A recap

“Now you have a good idea of the type of 
vendors out in the market – it’s time to put 
2/3 vendors through their paces. To see if 
they really do meet your requirements”
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To objectively compare vendors, companies ask HR vendors to complete a document (called an RFP –
Request for Proposal). This document details more information in relation to the project and is used to 
uncover the strengths and weaknesses of vendors.

This is an important document and will require an investment in time to compile, but will be 
instrumental in selecting the right product for your organisation.  

This is your opportunity to move away from sales blah into the ‘nuts and bolts’ of what the system can 
do.  By detailing your requirements and asking the vendor to respond.  Asking ‘yes’ or ‘no’ questions 
will be pointless, this is your opportunity to really understand the capability/limitations of the vendors. 
So try to be specific, and provide as much detail as you can.  

Supplier Selection 
So, you have been tasked with the job of finding out more about the HR vendors that were liked during the ‘Beauty 
Parade’.   Typically 2/3 vendors would be moved forward to this stage.  
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Timeline

Stage Description
Ask vendors to sign an NDA You will probably share some confidential information with vendors about your company. So you 

should think about asking vendors to sign an NDA.

Distribute RFP Once the vendor has signed an NDA, email them the RFP with a schedule and all the information 
they need to give you.

Get confirmation & NDAs from providers that intend to participate Some providers may rule themselves out because they cannot meet the requirements laid out in 
the RFP. The vendors who intend to participate to explicitly opt in by a certain date.

RFP deadline This is the deadline for providers to submit their answers to you. You should allow a ‘questions’ 
phase here as well. Questions should be submitted to the person leading the RFP process, in a set 
template, and these questions and answers should be shared with the entire provider list to ensure 
that everybody has access to the same information.

Internal shortlisting period You will want to run an internal process to shortlist to 2 providers based on the information you 
have been given. Using a scoring matrix.

Notify providers whether they have made the shortlist Email providers informing them if they have been selected for the next stage. For those that have, 
schedule meetings for the next stage, ensuring that you explain who will be attending and what you 
will be looking for.

Follow-up meetings with shortlisted providers Conduct follow-up meetings with your shortlisted providers. 

Decision-making Internal scoring and meetings to make the final decision.
Reference-checking, due diligence and further Q&A Get customer references, perform due diligence on the company, and resolve any final questions 

with your chosen company.
Communicate final decision Communicate the final decision to your shortlist; commence legal discussions with your chosen

vendor

It’s important to be really clear about the timeline with vendors and ensure that a clear process is in place.
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EXAMPLE RFP TEMPLATE 
This is your chance to ask those difficult questions, & get factual answers back based on the capability of the vendor 
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Evaluation Criteria
Rating the vendors against your criteria will helps you to determine which vendors meets your business needs


