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GUIDANCE
See the separate Guidance Notes providing further background and other information to assist users to:
· identify legal service lines appropriate for outsourcing
· understand the workings of a fixed price model for legal services
· develop a model for the evaluation of supplier responses


Editing the template
Any part of the template can be edited or adapted to suit each user’s requirements.
Words, sentences and paragraphs highlighted in yellow require information or data to be inserted by the user. Sentences and paragraphs highlighted in green are guidance notes which should be removed (along with this Guidance page) before issuing the RFP document. 
The template has been developed for a single-stage tender (RFP) process.  However, the content can be easily reconfigured for a two-step tender (RFI followed by RFP) process if required.
Template content can also be cut-and-pasted into on-line eSourcing / eTendering tools as required.
Part 2 of the template ‘Response Instructions and Proposal Conditions’ has been intentionally left blank to enable organisations to incorporate their own standard RFP instructions, terms & conditions. 

Tip: use the Replace function to replace [Company] with your company name (e.g. ABC Services Ltd) throughout the document.
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[bookmark: _Toc334176256]PART 1 – INTRODUCTION
1. 1 [bookmark: _Toc334176257][Company]
Insert an introduction to your company stating, for example, principal lines of business, market position, scale (turnover, offices, staff etc.), geographic presence, business units etc.
1. 2 [bookmark: _Toc334176258]Background
[Company] has an in-house Legal Services function which provides support to the business with respect to a wide range of legal requirements and activities including M&A, employment, trademarks, property, purchase contracts, sales contracts, litigation etc. Managed by the [Head of Legal Services], the in-house team consists of [x] qualified lawyers and of [y] paralegals.  These in-house resources are supplemented by the use of third-party legal services to augment the capacity of the in-house legal team and/or provide specialist legal advice as and when required.
Third-party legal services are currently provided through a ‘panel’ of legal services providers covering the required range of legal services. A contract with each panel provider governs the terms of each relationship and agreed hourly rates for each grade of lawyer from paralegals, through newly qualified lawyers to partners.
However, [Company] now wishes to improve legal coverage, quality, efficiency and cost certainty whilst reducing legal risk. As a result, [Company] is looking to purchase fixed price legal advisory services in place of existing legal services purchased on a traditional hourly billing basis.
1. 3 [bookmark: _Toc334176259]Objectives of the RFP
This RFP seeks proposals for the provision of legal advisory services with a view to establishing fixed price outsourced legal services contracts with one or more suppliers. Appointed supplier(s) will provide measurable, high quality and high value-added legal services to [Company] enabling the in-house Legal Services function to focus on strategic corporate projects and priorities.
 [Company]’s objectives are to:
· Improve cost transparency, reduce cost and provide budget certainty
· Improve the quality of Management Information (MI)
· Drive ongoing service improvement and effective risk mitigation
· Improve flexibility and scalability to enable better management of the fluctuations in the company’s demand for legal services
· Achieve greater alignment of legal service levels to business requirements
· Improve Knowledge Management (KM) and legal technology / systems
· Obtain high value-added legal services aligned to the objectives of the company

1. 4 [bookmark: _Toc334176260]Summary of the requirement
See Guidance Notes - ‘Identifying legal service lines that are appropriate for outsourcing’ before completing this section. Edit list of legal services below as required.
[Company] seeks a [3] year contract starting [Day, Month, Year] for the provision of the following legal services:
· [Commercial contracts]
· [Compromise agreements]
· [Employment tribunals]
· [Lease negotiations]
· [Litigation]
· [Patent and trade-mark disputes]

[bookmark: _Toc334176261]
PART 2 – RESPONSE INSTRUCTIONS AND PROPOSAL CONDITIONS
This part of the template has been left blank to enable organisations to incorporate their standard RFP instructions, terms and conditions. Typically this part of the RFP will include (but not be limited to) paragraphs addressing the following items:
•	Confidentiality and Intellectual Property
•	Definitions
•	Contact persons for the RFP
•	Confirmation of receipt and intention to bid
•	Clarification
•	Qualifications & alternatives 
•	Submission of proposals
•	Validity of proposals
•	Acceptance of proposals
•	Evaluation of proposals
•	Site visits and presentation of proposals
•	Timetable / key RFP dates
•	Feedback for unsuccessful suppliers


[bookmark: _Toc334176262]PART 3 – THE REQUIREMENT
This section of the RFP details [Company]’s legal services requirement including the scope of services, forecast volumes of activity, proposed duration of contract, contract terms & conditions etc. Suppliers must ensure that their proposal fully addresses all aspects of the requirement.
3. 1 [bookmark: _Toc334176263]Legal services
[Company]’s legal services strategy is to retain legal services control, governance, strategy and vision in-house whilst outsourcing the delivery of some legal service lines to a third-party supplier. The appointed supplier will provide measurable, high quality and high value-added legal services.
 [Company] seeks a [3] year contract with a target “go live” date of [Day, Month, Year].
3. 2 [bookmark: _Toc334176264]Scope of services 
See Guidance Notes - ‘Identifying legal service lines that are appropriate for outsourcing’ before completing this section. Edit list of legal services below as required.
Provision of the following legal services falls within the scope of this RFP:
· [Commercial contracts]
· [Compromise agreements]
· [Employment tribunals]
· [Lease negotiations]
· [Litigation]
· [Patent and trade-mark disputes]
The following legal services fall outside the scope of this RFP:
· [M&A]
· [Contracts not governed by the laws of England and Wales]
· [Litigation in excess of £xxx] 
· [Discovery, documentation, proof-reading, research, secretarial]
3. 3 [bookmark: _Toc334176265]Service line descriptions 
Attachment 1 provides a description of each legal service line required including a summary of the process steps, interim deliverables, final deliverables, current provision, complexity and forecast transaction volumes.
3. 4 [bookmark: _Toc334176266]Fixed pricing
[Company] seeks fixed pricing based on two alternative models and a range of transaction volume scenarios as described fully in Paragraph 4.8.
3. 5 [bookmark: _Toc334176267]Technology and Management Information
Some companies may require the selected outsourced legal services provider to integrate or interface with their own systems. If so, then a description of the applicable systems should be inserted here or added as an Attachment.
Supplier to provide enabling technology platform including web-based user interface / portal, real-time workflow reporting and case dashboards.
Supplier to provide flexible real-time current, historic and trend reporting enabling ongoing process improvement, cost and risk reduction.
3. 6 [bookmark: _Toc334176268]Contract duration
[Company] seeks an initial [3] year contract for the services with a ‘break clause’ after 1 year (i.e. [Company] has the right to terminate and exit the contract after one year if performance of the services does not meet the requirements of the contract and associated Service Level Agreement) and an optional [2] year extension after 3 years (i.e. [Company] has the right to extend the contract on the same terms if satisfied with the performance of the services).
[Company] will consider a contract of longer duration should there be demonstrable and significant additional benefit of a longer term contract.
3. 7 [bookmark: _Toc334176269]Contract terms and conditions
Attachment 3 provides the proposed Contract Terms and Conditions that will govern the relationship between [Company] and supplier.
3. 8 [bookmark: _Toc334176270]Service levels 
[Company] requires a defined Service Level Agreement with Key Performance Indicators (KPIs) and defined service levels that will form an integral part of the contract and provide a framework for performance measurement and management.
3. 9 [bookmark: _Toc334176271]Implementation
Supplier to perform all functions and activities necessary to successfully implement the services XYZ without causing material disruption to [Company]’s XYZ business, activities or employees.
Some companies may require the selected outsourced legal services provider to take-over the management and execution of existing ‘cases’.  If so, then a summary of the existing ‘case load’ providing descriptions, volumes and status information should be provided in Attachment 2 to enable supplier to incorporate costs for the migration of the existing ‘cases’.
[Company] requires supplier to take on [Company]’s existing ‘case load’ as documented in Attachment 2.  

[bookmark: _Toc334176272]PART 4 – INFORMATION TO BE PROVIDED BY SUPPLIERS
This section of the RFP details the information that suppliers are required to provide as part of their proposal.  Submitted information will be used in the evaluation of proposals. 
4. 1 [bookmark: _Toc334176273]Executive summary
Supplier to provide an ‘Executive Summary’ for an XYZ executive level audience summarising the proposal, approach, value provided and level of executive commitment to [Company].  The Executive Summary should also clearly summarise how the proposal meets [Company]’s objectives as stated in Paragraph 1.3. The Executive summary shall not exceed [4] pages.
4. 2 [bookmark: _Toc334176274]Service delivery and account management model
Supplier to provide full detail regarding its proposed service delivery and account management model including as a minimum:
· A diagram with supporting commentary describing the organisation structure that it intends to deploy to oversee and deliver the services
· An outline role description for each role in the organisation including the responsibilities associated with each role
· Names of key personnel that supplier proposes to deploy in the organisation structure and on [Company]’s account highlighting clearly those roles which it proposes to fill internally and those roles it proposes to recruit for externally
· A CV for each key member of the service delivery and account management team
· A statement regarding the minimum period each key member of the team will remain dedicated to [Company]’s  account
· A description of the key service delivery processes
· A description of the key account management processes
· A summary of the key interfaces required between (a) the service delivery team and [Company]’s Legal Services function and (b) the account management team and [Company]’s Legal Services function
· A proposed schedule of meetings for the management of day-to-day operations (service delivery) and a proposed schedule of meetings for the longer term management of service performance and the account
4. 3 [bookmark: _Toc334176275]Proposed provision by service line
Supplier to provide full detail regarding how it proposes to deliver and manage each of the legal service lines as defined in Paragraph 3.2 and Attachment 1, including as a minimum:
· Explicit confirmation for each service line as to whether supplier does or does not intend to offer the service in question
· The location from which each service line will be provided
· The number and type of resources that will be deployed in support of each service line
· A description of the end-to-end process for the delivery of each service line together with corresponding process flow-charts
· A description of the key interfaces between [Company] and supplier for each service line
· A description of the acceptance criteria that will be applied to the interim and final deliverables of each service line
· A description of the Management Information that will be provided in support of the performance management of each service line (with report samples)
· A description of issue escalation procedures that will be deployed for each service line
4. 4 [bookmark: _Toc334176276]Technology
Supplier to provide a description of the enabling technology platform(s) and software(s) that will be deployed in support of overall service delivery and the delivery of specific service lines (if applicable) together with an explanation of how the technology supports execution and management of the performance of the services.
Supplier to provide a description and screenshots of the proposed web-based user interface / portal, workflow tools and dashboards.
Supplier to describe any interfaces / integration required or recommended with [Company]’s systems.
Supplier to describe the processes, systems and controls that it will deploy to ensure the integrity of [Company]’s data at all times.
4. 5 [bookmark: _Toc334176277]Management information
Supplier to provide a detailed list of the MI and associated reports that it can provide in support of the operational and performance management of the services including the reporting of:
· Performance against the proposed KPIs in the Service Level Agreement (SLA)
· Real-time current, historic and trend information to support ongoing process improvement, cost and risk reduction
Supplier to provide indicative sample reports where available.
Supplier to confirm that within the fixed price(s) quoted reports can be made available to [Company] in a timely fashion and in a variety of multi-media formats as well as on an ad hoc basis as required.
4. 6 [bookmark: _Toc334176278]Additional services
In addition to the specific legal service lines defined in Paragraph 3.2 and Attachment 1, supplier may offer, at no cost to [Company] , additional services of value to [Company] including, but not limited to, training, tools, templates, checklists, help lines, knowledge databases etc. Supplier to provide a description of additional services it proposes to offer.
4. 7 [bookmark: _Toc334176279]Implementation
Supplier to describe its recommended approach to implementation including whether or not it proposes to conduct a pilot and/or otherwise phase implementation of the required legal service lines.
Supplier to describe the end-to-end implementation process and timetable including a:
· Schedule of the key implementation activities including key milestones and deliverables associated with each activity. This should also be supported by a high level Microsoft Project Plan (or suitable alternative) as an appendix to the proposal
· Description of the implementation team, roles, responsibilities and key activities of both parties during implementation 
· Statement regarding the ‘level of effort’ required from resources of the [Company] to facilitate implementation specifying the FTE headcount and duration of involvement
· Statement of the costs that supplier will assume and the costs that supplier proposes to charge to [Company] including the costs of taking on [Company]’s existing ‘case load’ as documented in Attachment 2
· Description of the implementation activities for each service line and supplier personnel that will be responsible for each service line during implementation
· Description of the ‘Go / No Go’ criteria that will be used to assess readiness of the services to ‘go live’
· Description of contingency planning / risk mitigation measures that will be taken during implementation
· Description of any ‘hyper care’ or other activities required beyond the ‘go live’ date
Supplier to state explicitly whether or not it can achieve [Company]’s target ‘go live’ date of [Day,  Month, Year] and any critical dependencies upon [Company] for the achievement of that date.  If supplier does not believe that it can achieve the target ‘go live’ date, then supplier must propose an alternative ‘go live’ date that it believes it can achieve.
Supplier to provide a high-level ‘road map’ showing how [Company] could potentially increase the scope of services over time (beyond the scope of services defined in this RFP) from straight-forward entry-point service lines initially to a wider range of more complex higher value-added services over time. Supplier to provide associated indicative timeline and FTE forecast.
4. 8 [bookmark: _Toc334176280]Pricing
[Company] seeks fixed pricing. Failure to provide fixed pricing for all components of this RFP will disqualify supplier from further participation in the RFP process. Supplier is not requested to, and should not, provide a schedule of hourly rates as part of its proposal / response. 
[Company] seeks 2 alternative pricing models for the services:
· A fixed price per unit for each service line (based on a [3] year contract)
· A fixed price per annum for each service line (based on a [3] year contract)
Supplier to complete this information using the Pricing template provided in Schedule 1.
Schedule 1 includes a forecast range for the number of expected transactions per annum for each legal service line together with a higher and lower transaction range to cover the eventuality that actual transaction volumes are higher or lower than forecast.  Supplier to provide pricing for all volume ranges shown.
[Company] requires that prices are fixed and firm for the duration of the [3] year contract term.
Supplier to clarify separately in Schedule 1 (using the specific table provided) any additional costs that it proposes to charge during the contract period including:
· implementation costs (if applicable)
· other costs (if applicable); supplier to specify
Supplier to confirm that no further costs (e.g. management fees, sub-contract costs etc.), other than those shown in Schedule 1, will be charged during the contract period.
Supplier to clarify how it proposes to handle disbursements during the contract period. [Company]  will not accept any mark-up or surcharge on any disbursement. 
In addition to the [3] year contract options priced in Schedule 1, supplier should articulate, if applicable, the additional benefits to [Company] of a longer term Contract.
[Company] prefers to award the entire scope of services to one supplier.  However, supplier must indicate clearly in its proposal the impact on quoted prices, if any, should [Company] chose to remove one or more service lines from scope.
Submitted prices must include all costs, insurances, taxes, fees, expenses, liabilities, obligations and other costs (see also Paragraph 4.9) necessary for the performance of the services.  Any charges not stated in the proposal will not form part of the contract and will not be accepted as part of any transaction against the contract.
Submitted prices shall be quoted in Pounds Sterling (£’s) exclusive of Value Added Tax (VAT). 
4. 9 [bookmark: _Toc334176281]Expenses
[Company] requires that its Travel and Expenses Policy is applied to all travel undertaken by supplier in relation to the delivery of the services.  As such, supplier to confirm that it accepts [Company]’s Travel and Expenses Policy as provided in Attachment 4.
 [Company] will reimburse all reasonable travel and expenses undertaken by supplier in relation to the delivery of the services. [Company]  will not accept any mark-up or surcharge on any such expenses.
[Company] considers the following items to be part of supplier’s overheads, and will not pay for them additionally: 
· Secretarial, staff time or overtime (unless specifically and extraordinarily requested by [Company] 
· Staff transportation costs between home, supplier’s office and the courts
[bookmark: _GoBack]Companies may consider it appropriate to add (to the above bullet) staff transportation to / from the courts. The appropriateness of doing so will depend on the scale of the probable transportation costs relative to the cost of the services. An alternative may be to include transportation costs to / from the courts within a defined region or distance but to exclude transportation costs to / from more distant court locations.
· Meals or refreshments 
· Telephone charges including mobile phone charges, hotel phone charges and/or in-flight charges 
· Fax charges
· Charges for communication or deliveries between supplier’s offices 
· Office supplies including binders, folders, dividers, paper, CDs etc. 
· Postage 
· Charges for scanning documents, CD duplication or ‘mastering’, word processing including any internal supplier charges for document production, printing or photocopying 
· Any mark-up or surcharge on any disbursement
· Any charge not taking account of any discount that supplier received from its own supplier 
· Other ‘office’ or ‘overhead’ charges 
4. 10 [bookmark: _Toc334176282]Invoicing
Supplier to describe how it proposes to invoice [Company] for the services including provision of a sample invoice appropriate to the required services.
4. 11 [bookmark: _Toc334176283]Price management
Supplier to provide full detail regarding how it proposes to adjust prices to reflect potential changes in the scope of services, volume of transactions, service levels etc. Any adjustment of prices resulting from such changes will be addressed through a formal change control procedure (see Paragraph 4.16). 
Supplier to provide full detail regarding how it proposes to adjust prices to reflect inflation and other cost increases at the end of the [3] year contract term in the event that [Company] wishes to extend the contract for a further [2] years. Any adjustment of prices resulting from such changes will be addressed through a formal change control procedure (see Paragraph 4.16). 
4. 12 [bookmark: _Toc334176284]Contract duration
Supplier to confirm its acceptance of an initial [3] year contract for the services. Supplier may additionally propose a contract of longer duration with a full explanation of the additional benefits that would accrue to [Company] of a longer term contract.
4. 13 [bookmark: _Toc334176285]Contract terms and conditions
The proposed Contract Terms and Conditions that will govern the relationship between [Company] and supplier are provided in Attachment 3. Supplier must confirm their acceptance of the terms and conditions and/or highlight clearly any proposed additions, amendments and/or deletions. Supplier’s proposed deviations from the terms and conditions provided will form part of the evaluation of proposals and will be taken into account when selecting successful supplier(s).
Supplier acknowledges that the terms and conditions provided in Attachment 3 are draft and, as such, may be changed prior to inclusion in the contract and signature by [Company] and supplier.
4. 14 [bookmark: _Toc334176286]Service level agreement
[Company] requires a practicable approach to service level monitoring and management wherever possible based upon objective and measurable performance metrics.  Supplier to describe in detail its proposed approach to service level monitoring and management addressing as a minimum:
•	The Key Performance Indicators (KPIs) for each legal service line that supplier proposes to measure in order to monitor performance; supplier to provide a statement defining how the KPI will be measured (i.e. source of data, formula, methodology etc.), the frequency of measurement and the party that will be responsible for measurement
•	The target % service level associated with each KPI
•	A proposal regarding how performance against each individual KPI will be aggregated or ‘rolled-up’ to provide an overall measure of supplier performance
4. 15 [bookmark: _Toc334176287]Performance credits
In the event that supplier fails to meet the service levels defined in the contract, [Company] expects to receive ‘performance credits’ on the basis that ‘less than full service warrants less than full payment’.
Supplier to describe in detail its proposed approach to performance credits including an explanation of when performance credits will apply, how they will be calculated and how they will be applied.
Some companies may wish to balance the above performance credit regime with the offer of a bonus payable to supplier in the event that supplier’s performance significantly exceeds the service levels specified in the contract (or that company goals are exceeded as a result of supplier’s performance). If this is the case, the following paragraph could be included:
In the event that supplier significantly exceeds the service levels defined in the contract, [Company] is willing to pay a ‘bonus’ to supplier.  Supplier to describe in detail its proposed bonus approach including an explanation of when a bonus will apply, how it will be calculated and how it will be applied.
4. 16 [bookmark: _Toc334176288]Change control
Any change of business requirements, contract scope, activity levels, service levels etc. will be addressed through a formal change control procedure. Supplier to describe in detail its proposed approach to change control that would be deployed to manage such changes and to provide a copy of its proposed change control documentation.
4. 17 [bookmark: _Toc334176289]Supplier’s business
In a two-stage tender process this information would typically be requested at the first stage - Request for Information (RFI).
Supplier to provide an overview of its business including nature of business, market position, scale (turnover, offices, staff), geographic presence, areas of practice etc.
Supplier to provide a summary of the areas of practice that would provide the legal service lines within the scope of this RFP including for each:
•	A description of the area of practice / service line
•	A statement regarding how many clients the practice area / service line has
•	The date from which supplier has provided the service line
•	The approximate number of transactions and turnover with respect to the service line 
Supplier to provide a copy of its audited financial accounts for the last [3] financial years.
4. 18 [bookmark: _Toc334176290]Accreditations
In a two-stage tender process this information would typically be requested at the first stage - Request for Information (RFI).
Supplier to state current accreditations, certifications and qualifications applicable to the [Company]’s requirement and this RFP including but not limited to:
•	Legal accreditations
•	People accreditations
•	Quality assurance certifications
•	Data privacy / protection certifications
•	Environmental certifications
4. 19 [bookmark: _Toc334176291]People management
Supplier to provide a full description regarding how it manages the development, performance and careers of its staff. 
Supplier to describe how staff deployed on [Company]’s account will be incentivised and rewarded.
Supplier to describe its proposed approach to recruiting and on-boarding staff to be deployed on [Company]’s account.
4. 20 [bookmark: _Toc334176292]Quality management
Supplier to provide a full description regarding how it manages its processes to ensure consistent service delivery.
4. 21 [bookmark: _Toc334176293]Data protection
Supplier to describe the processes, systems and controls it deploys to ensure the security and confidentiality of client’s personal and other data at all times.
4. 22 [bookmark: _Toc334176294]Business continuity
Supplier to describe the business continuity plans it has in place to ensure the ongoing provision of client services at an acceptable level following a disaster or crisis. 
Supplier to provide a summary of the business continuity arrangements that would specifically be deployed to ensure continuity of services to [Company] in the event of a disaster or crisis.
Supplier to confirm that it executes its business continuity plans annually and to provide the date on which business continuity plans were last executed.
4. 23 [bookmark: _Toc334176295]Sustainability / Corporate Social Responsibility
Companies have a wide range of different approaches to sustainability, diversity and CSR and have differing requirements of their suppliers; insert your sustainability, diversity and CSR requirements here.
4. 24 [bookmark: _Toc334176296]Reference clients
For [3] key reference clients to whom supplier currently provides legal services and whose requirements most closely resemble those of [Company], supplier is requested to provide the following information:
•	Client’s name
•	Client’s line of business
•	Date from which supplier has provided the services
•	Contract duration
•	Approximate annual contract value (£ pa)
•	A list of services provided within the scope of the contract
•	Examples of innovations, best practices, operational efficiencies and other significant improvements that have been implemented together with a statement of the financial savings achieved
•	The name and job title of a client executive (with responsibility for the services and relationship with supplier) who would be willing to provide a reference for supplier


[bookmark: _Toc334176297]ATTACHMENTS
Templates for Attachments 1 & 2 and Schedule 1 are provided as part of the RFP template suite. Attachments 3 & 4 need to be provided by the user.
This following attachments form an integral part of this RFP:
[bookmark: _Toc334176298]Attachment 1 – Service line descriptions
[bookmark: _Toc334176299]Attachment 2 – Existing case load summary
[bookmark: _Toc334176300]Attachment 3 – Contract Terms and Conditions
[bookmark: _Toc334176301]Attachment 4 - [Company]’s Travel and Expenses Policy
[bookmark: _Toc334176302]Schedule 1 – Pricing template
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