


How to Craft a Great RFP: A Practical Guide

Setting the Taple

Whether you are in facilities,
procurement, or another aspect

of operations, Requests for Proposal
(RFPs) are stressful events. All
involved parties carry a heavy
burden to find the right vendor
through the RFP process. Have you
had the experience where you got
widely ranging responses back from
bidders and, despite your evaluation
criteria, it's still hard to find the right
fit? These might be some reasons why:

* You need to add to your
portfolio’s scope of work

* You have new floors in City Hall

* Your agency’s scope of work was
very thoughtfully developed by
your predecessor...17 years ago

+ The slow return to the office
setting has increased the need
for cleaning than the last time
you went out to bid

+ Your HVAC system was updated
in the last 7 years, and it filters out
more particulates, meaning daily
cleaning needs are different—and

how are you supposed to know that?
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This document provides a
comprehensive guide on best
practices for writing a clear scope,
cultivating evaluation criteria to get
you the program that your agency
desires, and developing a pricing
format that provides clarity to your
evaluators, levels the field for your
bidders, and accurately represents
the cost of the program in the
janitorial industry. It consolidates
expert insights on common pitfalls,
data management, scope of work
(SOW) clarity, pricing transparency,
and vendor relationship management
to ensure effective procurement
and contract execution.

There are four main components
to an RFP that this document
will address:

1. Scope

2. Pricing

3. Evaluation

4. Terms & Conditions

Ambiguous language
in an RFP leads

to more protests
according to the

US Government
Accountability Office

LEARN MORE



http://https://www.gao.gov/products/b-201568.2-0
https://www.gao.gov/products/b-201568.2-0?utm_source=chatgpt.com
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Glossary of Common Terms

So many acronyms. Let's get started
with a glossary:

SOW: Scope of Work

The Scope of Work specifies the
cleaning services required, including
areas, tasks, frequency, and any
special instructions, ensuring both
client and contractor understand the
work involved.

RFP: Request for Proposal

An RFP is used when the buyer
needs a more detailed and nuanced
solution to a problem and wants
suppliers to propose approaches
and solutions rather than just pricing
for defined goods/services.

RFQ: Request for Qualification
The RFQ process solicits
information from vendors to
determine whether contractors
have the right experience and
eligibility for a particular project.

RFI: Request for Information

An RFl is a preliminary step to
gather general information about
potential suppliers and their
capabilities before issuing an
RFQ or RFP.

IFB: Invitation for Bid

Another term sometimes used for
an RFQ, particularly in government
and public sectors.

ITB: Invitation to Bid

A formal bid process where the
focus is on price. Ideally, the
prospective bidders are given

very defined requirements, so the
evaluation is most heavily weighted
on the lowest bid.

But wait: I'm in

the public sector.
Don't | always want
the lowest bid?

That's a nuanced question.

The Evaluation section will

go into that in detail. There are
several procurement methods
you can use to ensure you have
options for a lower-priced bid
while ensuring your municipality
has a knowledgeable vendor.

- CCS‘hciﬁtyﬁervices
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Scope of Work

The foundation of any successful
RFP is an accurate and detailed
Scope of Work that reflects the
current state of the facilities and
their requirements. We have often
seen that agencies “inherit” outdated
or generic SOWs that do not match
the current building conditions or
cleaning needs. This results in
inconsistent bids, generic service,
and misaligned expectations.

Let’s investigate whether your facility
data is incomplete or old. Common
incorrect data includes inaccurate
square footage, an unknown number
of elevators, old or incorrect types

of flooring, or missing facility details.
This lack of detailed facility
information can lead prospective
vendors to guess or estimate, which
can result in an inaccurate bid.

PRO TIP

For example, missing square
footage in a bid can result in
proposed staffing levels that are too
low for that space, and low staffing
means the space will not get
sufficiently cleaned. The flip side
can be true as well: RFPs can have
old scopes of work that include
parts of the facility that have been
transformed since an old RFP. For
example, an area that has been
changed from a public-facing
waiting area to private offices means
that the cleaning needs for that
space are lessened -- but you need
to know how the old SOW classified
that space to see the difference.

There’s no way around it: This is
a process, and if you are in
Procurement, this feels daunting.

Companies that may end up as prospective bidders can be incredible
resources long before the RFP is written, and there is no conflict of
interest or implication involved. Most janitorial companies review

hundreds or even thousands of these scopes of work per year, and they
can tell you how your scope would be interpreted. Contractors want the
SOW to be correct as well, and these companies regularly walk sites,

know what to look for, measure carpet square footage, count windows,
and much more. They have the eye.

CCS Facility Services

Download our checklist for
key data points to review
prior to releasing your RFP

GET CHECKLIST
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Writing and Structuring

the Scope of Work

Writing a clear and effective SOW is
central to the success (or frustration)
in an RFP process. According to
McKinsey & Company, poor scope
management is one of the top
reasons large capital projects run
over budget and behind schedule,
often by 20% to 45%.

There are three main schools of
thought when it comes to developing
a scope: outcome-based, time-
based, or prescriptive. Here are
some expanded insights on how to
write a comprehensive SOW:

* Outcome-based SOW: This type
of scope will outline how you want
your facilities to look daily, weekly,
and monthly, with specific needs
like periodics outlined.

* Time-based SOW: This type
of scope outlines how many
individuals are required to
complete a certain task and where.

+ Task-focused / Prescriptive SOW:
This Scope of Work outlines
specific tasks that should be
completed and when.

How do they compare?

There are benefits to each type of
scope, and it depends on what

your organization is looking for to
determine what's best for you.

In our experience, outcome-based
scopes of work result in the happiest
customers.
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We recommend that a well-defined
SOW focus on the expected results
rather than prescriptive tasks.

This means specifying the desired
outcomes, such as cleanliness
levels or maintenance standards,
rather than detailing every single
task that needs to be performed.

If vendors must adhere to a
prescriptive scope of work, there
is too much opportunity for:

+ Potential inefficiencies:
understaffing that will lead to
buildings not meeting your
cleanliness standard.

+ Unnecessary costs: your former
vendor may have performed at a
less efficient rate and with more
cumbersome processes than a
new vendor.

Likewise, if an SOW is outcome-
based, there is an opportunity for:

* Proposed efficiencies by the
vendor specific to the site.

« Company-specific efficiencies.
The day and night supervisors and
managers overseeing the work
can engage with the local office to
identity operational efficiencies.

Rule of Thumb:
Prescriptive or
Outcome-based SOW

Prescriptive SOW works best
when consistency, regulatory
compliance, or ease of oversight
is the priority.

Outcome-based SOW works
best when flexibility, efficiency,
and end-user satisfaction are
the priority — but only if both
sides agree on clear,
measurable standards.

Why does this matter?
Vendors approach the work
differently, and you are not
expected to know how they'll
clean your facilities! The
outcome-based approach
allows vendors to develop a
program custom for your
agency using their expertise

to achieve your desired results.
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Additional Best Practices in
Developing A Scope of Work

Use of Industry Standards
Incorporating industry standards, such
as APPA guidelines in education, can
provide a benchmark for quality and
performance. These standards can
be adjusted based on specific client
needs, such as leasing presentations
or regulatory compliance. By aligning
the SOW with recognized standards,
you ensure that the expectations

are clear and measurable, as most
companies are familiar with these
standards. This will level the field for
pricing, performance, and evaluation.

Clear Instructions & Documentation
All scope changes must be
documented in writing to avoid
operational disruptions, and contract
modifications protect both you and
your vendor. Handshake agreements
are insufficient and can lead to
misunderstandings and disputes
that can easily escalate. Clear
documentation ensures that all
parties are on the same page and
that any changes are properly
communicated and implemented.

PRO TIP

To avoid operational

disruptions, all scope changes
must be documented in
writing. Handshake
agreements are insufficient
for you and the vendor.
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Not sure what tasks should be performed
and how often? We have ideas for you!

Floor care is often a source of confusion.

A good place to start is to ask the flooring company from which
your company or agency purchased your flooring. They will have
recommended floor care techniques, frequencies, chemicals, etc.

Phone a friend.

Reach out to other organizations or companies that have similar
facility needs to your own and ask them how they and their
vendors care for their facilities is a great way to come up with an
initial game plan. We highly recommend doing a site visit (local
government sites are a great place to start, as they are all public
buildings, and you can walk in anytime!) to ensure you actually
like how those buildings are presented.

Solicit feedback from the individuals who work in the

building you manage.

Ask their thoughts on daytime restroom cleanliness,
consumable levels, expectations for what the building should
look like first thing in the morning, etc. If there is a change in foot
traffic, common problem areas, or new perspectives on what
“good” looks like, it's time to review your frequencies.

Ensure your RFP has a feedback mechanism for quality assurance.
We highly recommend a system that utilizes photos to ensure all
parties involved are on the same page. Ask for examples of how
potential vendors demonstrate QA.

Inspect the goods.

Inspections provide valuable data to you and to your vendor.

We highly recommend that daily, formal, and informal inspections
be key drivers of your quality assurance process.
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Detailed Data About Your Property
Accurate data about the scope

and details of your facility, entity,

or campus is the foundation of a
successful SOW. This includes
detailed information about the
property, such as the number of
floors, square footage, and specific
facility details.

Separation of Tasks

It is important to distinctly separate
day, night, and periodic cleaning
tasks. This helps in organizing the
work schedule and ensures that all
tasks are covered without overlap
or confusion. Clear instructions

on staffing levels and supervision
models should also be included to
avoid any ambiguity that could lead
to operational challenges and client
dissatisfaction.

CCS Facility Services

Litmus Test Instructions

Do you currently perform
inspections? Have you had four
providers in the last nine years,
and they were all terrible despite
having excellent qualifications
and reasonable pricing?

Having a metric-based inspection
procedure will help level
expectations and provide valuable
feedback to the facilities manager
on what isn't being communicated,
any product changes that need to
be made, and any areas where
retraining needs to occur.

Why Does This Matter?

Including an inaccurate, outdated
SOW in an RFP will result in
receiving cleaning program

recommendations that do not
actually meet your needs.
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Different Types of Scope of Work: Pros and Cons

Type

Prescriptive
Scope of Work

Outcome-Based
Scope of Work

Time-Based
Scope of Work

CCS Facility Services

Pros

Clear expectations for the vendor — Contractors
know exactly what to do and when, reducing
ambiguity.

Easy to monitor compliance — Inspections can
simply check if the listed tasks were performed
according to schedule.

Useful for high-security or high-regulation
environments — Some facilities (e.g., medical,
food prep) require exact procedures.

Lower performance risk for vendor — If something
isn't spotless but all tasks were done as required,
the vendor can still demonstrate compliance.

Predictable budgeting — Hours, materials, and
staffing are easier to calculate.

Flexibility in methods — Contractor can choose
the most efficient or innovative approach to meet
cleanliness goals.

Focuses on results and customer experience —
The actual condition of the facility drives
performance, not just completion of tasks.

Easier to adapt to changing needs — Seasonal use
changes, special events, or emergencies can be
handled without amending the SOW.

Can foster innovation and efficiency — Contractors
may introduce better equipment, schedules, or
products to meet standards.

Flexibility for the client — The client can redirect
the provider’s time to different tasks as priorities
change, without renegotiating the contract.

Easy to administer — Tracking hours against
a schedule is often simpler than measuring
performance outcomes.

Predictable staffing — The client knows exactly
when people will be on-site or available, which
helps with planning and coverage.

Reduced risk for the contractor — The contractor
is only responsible for providing the committed
hours, not guaranteeing specific results that may
be outside their control.

Useful when outcomes are hard to define -
Ideal for roles where success is difficult to
n u

measure (e.g., “general support,” “standby
technician,” or “janitorial coverage”).

Cons

Less flexibility — If conditions change (unexpected
spill, seasonal traffic variation), workers may be
“stuck” doing less urgent tasks instead of what's
truly needed.

Encourages “checklist” mentality — Staff might
focus on completing listed tasks rather than
achieving an actually clean environment.

Not necessarily linked to user satisfaction -
A space can still look dirty if the prescribed tasks
aren't addressing the real issues.

Requires frequent SOW updates — Any change in
facility usage or layout can mean rewriting the SOW.

Harder to measure compliance — “Clean” can
be subjective; requires clear and agreed-upon
inspection criteria.

More performance risk for vendor — Even if extra
work is needed (due to high usage), the contractor
must meet the same cleanliness standard.

Requires stronger contract management —
Facility staff need to inspect and enforce based
on outcomes, which can be more time-intensive.

Potential for disputes — Without precise
definitions, disagreements about whether
standards were met are more likely.

No guarantee of results — Hours do not equal
outcomes; a client could get lots of time spent with
little value delivered.

Potential inefficiency — Since success isn't tied
to deliverables, there's less built-in incentive for
efficiency or innovation.

Harder to demonstrate ROl — Leadership may
question what was accomplished beyond “hours
covered.”

Risk of scope creep - Clients may overuse the
flexibility, continuously shifting tasks and expecting
more than originally envisioned.

May not align with performance expectations — If
the client really cares about outcomes (cleanliness,
system uptime, resolved tickets), a time-based
SOW can leave gaps or lead to dissatisfaction.
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Periodics

Periodic services are essential to the
success of any janitorial program.
Your building or campus represents
a significant investment in the
environments where people work,
visit, learn, and gather. Preserving
these spaces for long-term use is
vital to protecting that investment.

If you know the required frequency
of periodics for your facilities, you're
mostly there. It's very helpful for
vendors when organizations provide
the type of flooring and square
footage so we know how to best
care for your flooring and what
chemicals to purchase.

Additionally, a few things that are
often overlooked include window
washing, pressure washing, and

high dusting. Let's dive into some of
the details in those periodic services:

*+ Most janitorial companies can
accommodate window washing
up to a certain height, but they will
want to know how many windows
you have, how high they are, and
what frequency you'd like them
cleaned. This also includes glass
doors. Windows in public-facing
or high-traffic areas can be really
tough to keep clean, so if you have
glass doors, consider a day porter
to keep them clear of fingerprints, etc.
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Pressure washing typically
requires additional equipment
that is much more expensive than
standard job-startup janitorial
equipment, and this portion of

a standard scope is sometimes
subcontracted out or even
procured separately.

High dusting typically requires
separate equipment and
insurance, which is typically
procured separately and is not
included in standard scopes
of work.

See the next page for an example
of a periodic requirement outlined
simply and clearly.




How to Craft a Great RFP: A Practical Guide

Facility Scope of Work Deliverable Outline

Facility

Daily Schedule

Nightly Schedule

Weekly Schedule

Monthly Schedule

Semi-annual Schedule

Square Footage

CCS Facility Services

City Hall

1 Full-time Day Porter,
8a-5p, Mon-Fri

1 Part-time Day Porter,
8a-12p, Sat & Sun

6a-6p Mon-Fri
Empty outside trash cans

Carpet spot cleaned

Spray buff tile and linoleum
floors to a high luster shine

Pour 1 gallon of water
down floor drains

Burnish all resilient tile to
a high luster shine

Pressure wash 2x/month

Clean all windows

Clean all baseboards and
floor drains

Clean all carpet

Strip and re-wax all hard
surface floors

50,000

Senior Center

1 Part-time Day Porter,
8a-12p, Sat & Sun

Carpet spot cleaned

Spray buff tile and linoleum
floors to a high luster shine

Pour 1 gallon of water
down floor drains

Burnish all resilient tile to a
high luster shine

Clean all windows

Clean all baseboards and
floor drains

Clean all carpet

Strip and re-wax all hard
surface floors

5,000

Library

2 Full-time Day Porters,
8a-3p, Mon-Fri

1 Part-time Day Porter,
8a-12p, Sat & Sun

Carpet spot cleaned

Spray buff tile and linoleum
floors to a high luster shine

Pour 1 gallon of water
down floor drains

Burnish all resilient tile to a
high luster shine

Clean all windows

Clean all baseboards and
floor drains

Clean all carpet

Strip and re-wax all hard
surface floors

100,000

11
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When Writing a Scope of Work That Can Impact What You Get Back from Bidders

Vague or ambiguous language can lead to
misunderstandings and misaligned expectations.
It's essential to be clear and specific about the tasks,
deliverables, and outcomes expected.

Failing to gather accurate and comprehensive data
about the property or project can result in an unrealistic
SOW. This includes missing details like square footage,
number of floors, or specific facility requirements.

Using outdated or generic SOWs that do not reflect the
current state of the facilities or the client’s needs can
lead to inadequate service delivery. Regular updates
are crucial to ensure the SOW remains relevant.

Focusing too much on prescriptive tasks rather than
desired outcomes can stifle innovation and flexibility.
It's better to define the expected results and allow
vendors to determine the best methods to achieve them.

Not clearly understanding what sorts of roles perform
tasks each day can create confusion and overlap. What
types of tasks do you want performed during the day?
What do you only want handled at night? How often do
you need floor care? You don't need to be an expert on
what specifically gets done, but you define what the
expectation is for day, night, and periodics. It's important
to provide an umbrella expectation of the work schedule
so your bidders can provide accurate staffing and
supervision programs.

Failing to document all scope changes in writing
can lead to operational disruptions and disputes.
Handshake agreements are insufficient; clear
documentation ensures that all parties are on the
same page. Contract addenda protect everyone.
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Not incorporating industry standards, such as APPA
guidelines, can result in unclear and unmeasurable
expectations. Aligning the SOW with recognized
standards helps ensure quality and performance.

Setting unrealistic timelines for project completion can
lead to rushed work and subpar results. It's important
to establish achievable deadlines that consider the
scope and complexity of the project.

Not involving key stakeholders in the SOW development
process can result in overlooked requirements and
unmet expectations. Engaging stakeholders ensures
that all needs and concerns are addressed.

Failing to communicate the SOW clearly to all parties
involved can lead to misunderstandings and errors.

It's important to ensure that everyone understands their
roles, responsibilities, and the expected outcomes.

You won't have a clean building all day when you have
400 visitors and 150 employees and no day porter to
restock the restrooms. Give potential vendors your
expectations of what good looks like and then allow
them to scope out an appropriate staffing plan to
achieve your expectations.

Duplication of requests and/or asking questions in a
different way in multiple sections of the RFP will

result in you receiving messy responses—and make the
proposal harder to evaluate. Have another set of eyes
review the RFP for duplication/confusion, or Al can be
a helpful tool to help organize your thoughts to avoid
duplicating exact questions in the RFP.

11
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Finally, a Scope of Work should be
reviewed with facility stakeholders
every few years and/or after any
major capital improvements. In our
experience, happy customers review
and revise their RFP every time they
go out to bid to ensure right sizing,
clear communication, updated tech
requirements, full scope of facilities
that need coverage, clarity around
special spaces, etc. These regular
updates will make it far easier when
RFP time comes around again.

Staying on top of the SOW for your
facility or campus can also help
ensure that the SOW is regularly
updated to reflect the current state
of the facilities and their requirements.
Procurement teams or facility
managers often inherit outdated or
generic SOWs that do not match
the current building conditions or
cleaning needs. Regular updates
ensure that the SOW remains
relevant and accurate, leading to
better service delivery and aligned
expectations.

CCS Facility Services
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CEEED
Pricing

Price is important, no matter who
you are.

Organizations, particularly those in
government, often face challenges
with price-based procurement due
to the responsibility of managing

taxpayer funds. However, there are
strategies that enable competitive
pricing while upholding fairness.

Minimum requirements for low

bids can be established to ensure
agency comfort, and requiring a
performance bond or a letter of bond
ability adds additional assurance.

When price sensitivity is prioritized,
it is advisable to include
mechanisms allowing the agency
to exit unsatisfactory provider
relationships efficiently.

Pricing worksheets should be based
on your agency’s needs. If your
leadership requires a bottom-line
number for each year for their
budgeting, make sure you have an
apples-to-apples line item in your
pricing sheet labeled as such to
ensure that you're getting the

data point you really need for your
stakeholders.
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Managing a Price-sensitive Procurement
Without Forgoing Quality

This is a very common conundrum + Raising the bar when utilizing an
in the janitorial industry, but you ITB or other 100% price-based
can achieve both a lower cost and evaluation is an option as well,
set high expectations for quality. and we typically see the following
Common approaches to addressing requirements:

price sensitivity include: * Five references of similar size,

+ Phased evaluation, where budget scope, and complexity
details may or may not be
disclosed, can lead to the
elimination of some proposals
based on this criterion, followed
by a thorough quality review. « Strict and lofty insurance

measures can be met

+ Bid/performance bond

+ Minimum number of years in
a specific line of business

+ Weighting cost sensitivity, such

as 50%, can balance fiscal + When pricing out periodics,
responsibility with qualitative ask your vendors to recommend
evaluation criteria for vendors, a frequency.

ensuring taxpayer dollars are used
judiciously. Evaluation criteria
might include prior experience
with the relevant entity to address
issues with underperforming
incumbents. For companies
without such experience, it is
important to consider methods

to level the playing field.

+ Require all bidders to provide
new equipment so you have
an apples-to-apples comparison
of equipment cost as you
evaluate pricing.

CCS Facility Services
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Transparency and Bid Evaluation and Case Studies

Below is a representative sample pricing document that illustrates the cost structure for a 2025 public procurement
initiative. It is designed to ensure consistent inclusion of all costs of service across competing proposals.

Special Square Monthly Annual
Building ID Location Address Requirements Footage Cost Cost
AWC283 City Hall 123 James St.  Mon-Fri: 50,000 S S
Los Angeles, 1 FTE staff,
CA 8a-5p (English
speaking
required)
Night Service
6p-6a
Pressure wash
2x/month
ACW842 Senior Center 456 James St.  Mon-Fri: 5,000 S S
Los Angeles, unlocked area
CA
ABC123 Library 17780 Mon-Fri: 100,000 $ $
Arrowhead 2 FTE staff,
Blvd. 10a-3p

Glendale, CA (English
speaking not
required)
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e couronar
Fvaluat

O

Evaluation of proposals typically
balances cost and quality, often with
an agency-specific split between
quantitative pricing and qualitative
factors such as terms and conditions,
redlines, and presentation quality.

Phased evaluations are
recommended, where initial bids
are filtered by budget constraints
before detailed quality reviews.

Common evaluation criteria include

Types of Procurement —
and the Pluses and

Minuses of Each

Determining what is important to
your company or agency is going to
help you identify how you want to
procure these services. Outlined on
the next page are the most common
types of procurement with pros and
cons to each.

CCS Facility Services

pricing, proposal compliance,
approach to the SOW, management
and key personnel qualifications,
company background, sustainability,
and sometimes small business
considerations. Interviews with key
personnel, such as account and
general managers, are advised to
assess fit and chemistry. Minimum
requirements, such as performance
bonds and proof of financial stability,
ensure vendor reliability.

@
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Type of
Procurement

ITB

RFI

RFP

RFQ

Definition

Invitation for Bid
or Invitation to
Bid: 100% price-
based decision-
making. Typically
requires a bond.

Request for
Information:
Typically issued
prior to an RFP
or ITB to get
ideas, concerns,
and feedback
from industry on
scope, expected
pricing,
technology,
other value-add
components of
the program, etc.

Request for
Proposal:
Typically
provides a list
of ranked and
weighted
evaluation
criteria, typically
with the majority
of the weight
being on items
other than price

Request for
Qualifications

is typically used
as a price-based
procurement
method with
well-defined
minimum
qualifications,
experience, or
capacity. Itis
especially helpful
when used with
a sealed pricing
envelope.

CCS Facility Services

Pros

Cost sensitivity to stakeholders
Simple evaluation

Transparent and easy to defend against
protests

Reduces favoritism or subjective scoring

Allows a freeform response from the
industry to provide feedback on other similar
agencies’ best practices for procurement

Encourages vendor buy-in

Identifies potential challenges in a
given industry

Ultimately will allow for a better spending
of stakeholder funds due to background
knowledge of industry, etc.

Allows purchasing of the best value solution

Provides the ability to procure with
multiple program components in mind

Gives flexibility to procurement officers and
operators to get a really customized solution

Qualitative evaluation and scoring

Encourages innovation, value-add, and
creativity from the market

Provides a venue for new ideas to solve
complex problems

If changed year over year, allows for lessons
learned and preferences to be included in
the procurement process

Allows for price sensitivity while also
requiring industry-standard qualifications

Allows for procurement to ensure
unqualified companies cannot compete

Cons

Inability to control retention of a good vendor

Difficult to ensure vendors understand and
have accounted for complex programs

Can lead to lower quality

No ability for the vendor to bring value-
added components to the program

Typically, no pricing included

As this is informational only, this does delay
the procurement timeline

Not helpful for projects that are not
complicated or have anticipated challenges.

Evaluation can be challenged as it is
more subjective

Time-consuming for procurement
Requires a skilled procurement team

Requires apples-to-apples proposal
development

Requires well well-defined scoring metric

The chosen vendor may not fall into
or below the budget.

Not a great option for simple purchases
or programs

Pricing can be a wildcard

17
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Fvaluation Criteria

Unless you are conducting an

ITB, price should not be your

only evaluation criteria. A well-
rounded program must include an
understanding of how a vendor will
approach your facility and the scope How to shortlist your vendors:
of work.

A list of common evaluation criteria
(other than price) include:

PRO TIP

- Ensure the vendor has an office within TBD miles of your facility (you
determine distance; market specific)

« Ensure they have a stable employee base to cover your building(s) in

o . case of flu, pandemic, weather, etc. — without resorting to 1099 staff
* Qualifications of leadership who who do not know your facility
will manage your account

* Qualifications of the company

« Host a pre-bid meeting before releasing the RFP: “Come see our sites”
+ Past performance/references,

either in your market or industry + Use a pre-bid meeting as a litmus test for whether you can work

) _ - N together, aka "how to see if you have chemistry without asking if you
* Financial stability/bondability have chemistry.” It's not just about the number: it's about whether your
« Staffing plan agency can work effectively with this

+ Management approach

+ Quality assurance plan

Each of these components will
affect your program, and it's up to
you to decide what this should look
like. Adding these components to an
RFP evaluation will ensure you have
a well-rounded evaluation process.
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CEEED
lTerms &

Conditions

Contract exceptions are typically a
sticking point in the procurement
process, especially for larger
purchases. Most organizations
include a sample agreement in their
RFP document. There are typically
two ways that this is handled during
the procurement process:

1. Request that contract
exceptions be outlined in the
proposal by all prospective
vendors.

2. Any contract exceptions
are grounds for proposal
disqualification.

There isn't a right or wrong way to
handle this; however, it's important
that you make your preferred
process clear in the RFP to prevent
confusion downstream.

PRO TIP

Vendors need to be able to cover

the insurance deductible. The
certificate of insurance alone
does not speak to a vendor’s

coverage.

CCS Facility Services
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Procurement Case Studies

A mass transit agency recently
issued a procurement for
janitorial services that we thought
was particularly interesting.

This agency issued its Scope of
Work paired with a “Request for a
Letter of Intent.” The agency asked
for a 30-page pre-qualification
document outlining qualifications,
references, approach to the scope of
work, leadership resumes, etc.

No pricing was accepted.

After a period of review, the agency
issued, by invitation only, a request
to provide pricing as well as an
invitation to a site visit.

The secondary submission was

for pricing only. The invite-only
approach, after a pre-qualification
effort, extended the procurement
process by 30 days or so; however, it
ensured that the agency would only
be evaluating the best prospective
vendors for their program.

CCS Facility Services

The two-pronged approach requires
vendors to submit pricing in a
separate envelope from the
technical proposal.

Prior to an RFP release, the agency
clearly identified its budget for the
program. Without disclosing that
number, the agency then issued an
RFPR, with weighted factors including
technical components.

After the issuance of an RFP, an
evaluation committee reviewed the
proposals submitted, and without
viewing the pricing submissions, the
agency prioritized the companies it
wanted to work with internally.

Then they will open the pricing
submissions in order of preference,
and the first one to fall within the
budget wins the work.

If your organization has certain
alternative priorities, such as
utilizing a certain percentage of
small businesses for a portion of
the agency's total spend, this is a
great option for you.

An agency in Colorado utilizes its
Small Business Office to provide
small business subcontracting
requirements to all purchases over
$50,000 per year and outlines those
requirements within the RFP.

Then, when proposals are received,
the Small Business Office is the first
organization to review proposals.
Only proposals that capture and
respond to the small business
requirements appropriately are then
passed along to the agency’s
technical evaluation committee,
and then, finally, to the price review
committee.

There is a weighted evaluation
component to this approach,
ensuring price has a large enough
share of the evaluation to ensure
some cost sensitivity while also
ensuring that the agency's priority
around supporting small
businesses is met.
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Tools + Partnership = A Great RFP

Each of these procurement strategies
underscores the importance of
transparency, thoughtful planning,
and alignment with organizational
priorities. By investing some time
upfront, engaging with resources

to help provide clarity, and

clearly articulating processes and
requirements in the RFP, entities

can streamline evaluations, foster
healthy competition, and ensure that
contracts are awarded not only to
the most qualified but also to those
who best reflect your company
values and objectives. Ultimately,

a well-designed procurement
process can drive positive outcomes
for both facilities and vendors,
creating a foundation for successful
partnerships and delivering
measurable results.

Ready to reframe your
organization's RFP?
Let's talk.

CONTACT US

CCS Facility Services
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https://ccsbts.com/landing/next-level-service-help-on-your-rfp/
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