
THE 
ULTIMATE 
GUIDE 
TO RFPs 
FOR EHS 
SOLUTIONS 
Big changes in your company require big projects. A Request for Proposals (RFP) is a proven 
best-practice for any large procurement project. This Ultimate Guide to EHS RFPs will show 
you how to plan, create and manage the process to pick the best vendor while staying within 
your budget. Plus, this guide shares some of the most common EHS questions that Intelex has 
seen over many years and hundreds of Health & Safety RFPs. 
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INTRODUCTION  
In business, change is constant, and dealing with change is what separates top-performing 
companies from the rest. Top companies embrace change as an opportunity to transform 
their business and beat the competition. They actively research, procure, deploy and manage 
new hardware, software and services to lower costs and increase revenues. 

However, major changes to your business require an expenditure of resources, including what 
can be a significant investment in time and money. The return on your investment should be 
EHS software that spans the gaps across functions and can connect with other systems at 
your organization that are part of production, human resources, operations, etc. The right 
software choice will impact and add value for multiple departments and shareholders in your 
organization, including EHS, IT, operations, customers, procurement, vendors and contractors, 
supply chain and more. Your RFP not only should take into account your needs for today, but should 
set you up to meet future needs as your company grows or pivots in the upcoming months or years.

The first step on your buyer’s journey is to initiate a Request for Proposal (RFP) process and 
solicit vendor engagement. An RFP standardizes project specifics such as goal(s), scope, 
timeline and budget for potential vendors, and ensures you are comparing apples to apples. 
RFPs are a common best-practice for procurement by private and public companies and 
governments. In fact, the average public sector organization runs 18 RFPs a year.1 

There are several reasons why an RFP improves a large, complex project’s chances of success. 
First, the self-discovery process of assembling key stakeholders to identify and prioritize 
project requirements is invaluable. Once you know what exactly your company needs, it 
is much easier to compare the strengths and weaknesses of each vendor and select the 
best possible partner. An RFP can also help you decide whether it will be faster, more cost 
effective or better in the long-term to do the project internally.  

Intelex’s Ultimate Guide to RFPs for EHS Solutions shows you the best way to create an 
RFP that captures all your company’s requirements to deliver a clear and comprehensive 
document. The RFP provides a consistent framework for potential vendors to competitive 
proposals and bids on your project and makes it easier for you to evaluate those proposals. 

The quality of your project’s final 
deliverable is only as good as the 
quality of your RFP. 

  1 https://www.govloop.com/the-state-of-the-rfp-in-2019-a-snapshot
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GETTING STARTED
Preparation is the key to any success, and this includes the success of your RFP. The more 
work you do planning and writing your RFP document, the easier your vendor evaluation and 
selection becomes. Plus, you are much more likely to end up with a vendor you can trust, the 
price you budgeted for and a final solution that delivers exactly what you want.  

When to use an RFQ or RFI
If you are still early in your procurement process, missing key information and not ready to go 
into full RFP mode, there are a couple of steps you can take beforehand. First, you might want 
to consider sending out a Request for Information (RFI). An RFI will educate you on different 
approaches to solving your problem and help you to identify potential vendors. 

If you are trying to establish a budget for your project, you can consider a Request for 
Quotation (RFQ). An RFQ allows vendors to deliver a detailed cost quote based on the high-
level specifications and use cases you provide. 

2

Request For Information

Request For Proposal

Broad Business
Challenges

High-level
Project Plan

Detailed
Requirements

One-time and 
Ongoing Costs

Full Project Plan  
and Milestones
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Who to Recruit for your Team?
You need to get the right people involved in your RFP process right from the beginning. 
Getting their input early helps create a more comprehensive RFP, simplifies vendor evaluation 
and—most importantly for you—prevents nasty surprises from popping up late in the 
procurement process. 

Key personnel to recruit for your RFP might include the following: 

The Money Person

Your company CIO or VP Finance helps establish the project budget 
(capital vs. expense) up front, to streamline negotiations.

 
 The Procurement Person

This is often the person preparing the RFP. If it isn’t, they need to be an 
integral part of the entire process. In smaller organizations, the Money 
Person and the Procurement Person may be one and the same. 

 
The IT Wizard

The more information you have about the structure and components of 
your existing IT infrastructure, the easier it will be for vendors to plan an 
integration around those constraints. You do not want any surprises to 
appear toward the end of the RFP process that can potentially invalidate 
all your hard work. 

 
The Real User(s)

These are key stakeholders and need to be included. Since they will be 
the main users of the system, they can tell you what requirements are 
mandatory vs. optional.

 
The Legal Eagle

There are a lot of legal implications around the RFP process and the 
eventual engagement of a vendor in an MSA.
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How to Gather Requirements
Your system requirements are a core  
piece of your RFP. They establish the 
framework around which vendors  
develop their proposals and price  
quotes. If your requirements are  
unclear or incomplete, you will be in  
for an unpleasant surprise later in the 
procurement process. 

There are two types of requirements 
to consider for your RFP. Functional 
requirements, those related to the 
solution’s capabilities, features and 
operations, are an important piece of 
the RFP document. Non-functional 
requirements, those focused on 
performance, security and stability,  
can be addressed in the contract 
negotiation phase when you are  
crafting a Service Level Agreement. 

As you meet with the stakeholders to 
gather functional requirements, you  
should also prioritize them. This will  
make vendor scoring and evaluation  
much faster. There are many ways to  
rank your system requirements, but the 
easiest method is to use a simple three-
level scale (Must Include, Should Include, 
and May Include). This simplicity makes 
it easier for vendors to understand and 
respond to your requirements, and easier 
for you to evaluate the quality of the 
submitted proposals. 

The system 
requirements are the 
backbone of your RFP 
document and should 
take most of your 
time and effort. 
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How to Find Vendors
These days, finding a list of potential vendors is easier than ever. In the past, companies  
looking for major B2B software and technology purchases would seek help from reputable 
analyst firms such as Gartner or Forrester. Analysts follow many software categories and 
release regular roundups of the top vendors. For example, the Gartner Magic Quadrant is 
released annually, while the Forrester Wave is released quarterly. 

If you are looking for analysis and comparison of EHSQ vendors, the best company for this 
market is Verdantix. They release an annual review called the Verdantix Green Quadrant for 
EHS Vendors. Keep in mind that engaging any of these analysts or even just purchasing a  
report can be very costly. 

In recent years, a new category of company has started collecting crowd-sourced product 
reviews and ratings for many different markets. Platforms such as G2, IT Central Station 
and Capterra include a huge number of vendors for many software categories. The business 
model is different than traditional analyst companies, as vendors pay for their listings, not 
subscribers. If you are not comfortable with the reviews and ratings on these platforms, just 
use them to find your list of vendors. 
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What are the Legal Considerations of an RFP?
Your legal team is an important resource for the entire RFP 
process—from RFP creation and vendor evaluation through 
contract negotiations to closing the deal. The legal team 
contributes in many ways, but at a high level they ensure that  
the procurement process is clear, fair and transparent. Any  
large-scale procurement project can include many different  
types of legal agreements. 

Non-disclosure Agreement (NDA) 
Identifying and controlling confidential information is important 
for both parties during the RFP process. There should be an  
NDA between the RFP issuer and all responding vendors 
regarding the disposition of proprietary information enclosed 
in the RFP document and the vendor proposal. A mutual NDA is 
recommended that covers the period of the RFP and for some 
length of time afterward, possibly one to two years. 

Master Service Agreement (MSA)
Another important function for the legal team, and one that 
is likely the most time consuming, is negotiating the final 
contract. This may include an MSA where both parties agree 
on a framework of terms and conditions for all future work 
and transactions. If possible, Intelex suggests that you use the 
vendor’s standard MSA as a starting point. This will streamline the 
process and potentially save weeks of sending redlines back and 
forth between the companies. 

Other possible agreements that may be part of the process are:

• Data Protection Agreement (DPA): A DPA is primarily used 
in regions covered by the General Data Protection Regulation 
(GDPR) but may also be required in other jurisdictions 
(PIDEDA, CCPA & APPI) or for specific industries (HIPAA). 

• Statement of Work (SOW): If significant professional services 
are required for the project, a SOW helps define the project’s 
objectives, scope, deliverables, tasks, cost and timelines. 

• Service Level Agreement (SLA): If the solution requires ongoing 
support, you may want to negotiate an SLA to define availability 
and uptime requirements, performance standards and expected 
response and resolution times for support requests. 
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How to Simplify Communications
How you choose to make your RFP available to potential vendors and receive their proposals 
is important. You want a system that makes your job easier and generates the most and best 
quality proposals from vendors. 

Email is often the quickest and easiest method, especially if you have previously communicated 
with vendors during an RFI or RFQ stage. You can also create a special landing page on 
your website to publish your RFP document, NDA, MSA and any follow-up FAQ documents. 
Alternatively, there are formal RFP portals and solutions that cost money and effort up-front, 
but which can save time and effort during the vendor evaluation stage. If you are considering 
this approach, possible vendors include SAP Ariba, Workday (Scout RFP) and Coupa. 

Ongoing communication with vendors is critical to the success of the procurement process. 
Your RFP document should include a primary contact for the vendors to ask questions. A 
well-informed vendor has a much better chance of “hitting the target” and satisfying all your 
requirements within the proposed budget. If you include a formal “Submit Questions” phase 
on your RFP timeline, you can collate and distribute the subsequent Q&A document to all 
vendors, or just post it somewhere accessible online. Another possibility is to schedule a vendor 
conference call, which will give the vendors a chance to ask questions and keep everyone on the 
same page. 
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THE COMPONENTS OF 
A GOOD RFP DOCUMENT
 
Project Overview
This section is a clear and concise summary of the entire 
project. Include a description of the problem(s) that the 
solution should address along with a high-level summary 
of the scope, key deliverables and critical success 
factors. Do not go into too much detail, since all of this 
information will be expanded on in its own section.  

If you create a good overview section for your RFP, 
you can reuse the content for all internal and external 
communications about the project.  

Quick Tip: If someone only reads the overview section, will 
they be able to understand the project at a high level? 

Company Overview
Who are you? What do you do? How are you different 
from your competitors? Don’t talk about just the easy-
to-get information that is on your web page, but also the 
things that vendors can’t easily find. 

• Describe your fiscal year, your sales cycle and sales peaks.

• Describe how you generate sales revenue, for example 
using inbound, outbound or channel? 

• Describe how your company is structured. A simple 
org chart will help the vendors understand who is 
responsible for what within your organization. 

• Describe your customers and what markets you sell into. 
You may even want to provide your key customer personas. 

• Describe your company values and culture to make 
sure there is a good fit. Sometimes small details can 
make a bid difference. 

Quick Tip: Culture fit is critical to the success of your 
project. Let them know if you are a suit-and-tie company 
or a socks-and-sandals company?
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Project Goals
Define the goals and critical success factors of the project so that all parties know what a “win” 
is ahead of time. Identify objective, quantifiable metrics (KPIs) that will be used to measure the 
success of the project. 

Quick Tip: If you can’t measure the success, you can’t manage the project. 

Project Scope and Deliverables
Define the essential components of the project to eliminate uncertainty, but also define what 
is out of scope. This section needs to define and distinguish your needs vs. your wants and the 
not-necessaries. The more detail you provide up front, the fewer surprises. 

Don’t describe your problem(s). Describe what kind of solution you think you need. 

Quick Tip: Do not get into implementation details, as that may stifle the creativity of the 
responding vendors. 

RFP Timeline
The timeline section outlines the important dates for the RFP process. Some milestones are 
option-based depending on the size and scope of the RFP, but vendors are used to formal 
timelines and are happy to work within them. 

Milestone/Deadline Timeframe (examples)

Send out RFP Day 0

Vendor Deadline—Intent to Reply Day 3

Vendor Deadline—Questions and Concerns Day 5

Distribute Q&A Document Based on Vendor Questions Day 10

Vendor Conference Call (optional) Day 14

Vendor Deadline—Proposals Due Day 21

Review and Score Proposals Day 28

Notify Shortlist of Finalists Day 29

Product Demos and Site Visits (optional) Day 42

Select Final Vendor Day 45

Quick Tip: Don’t be too aggressive with your proposed timeframes. Good vendors want the 
opportunity to do proper due diligence and present their best proposal.
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Integrations and Constraints
No one knows your business like you and your people do. The Real Users you recruited for  
your RFP team will help you list any organizational and cultural issues that need to be 
considered and accommodated by the project, while the IT Wizard informs you of technical 
integrations and IT infrastructure constraints. Your entire RFP team should work together to 
identify and describe existing workflows and processes.  

Quick Tip: List every enterprise system that your company uses even if it seems outside of scope, 
as some vendors may already have successful integrations that can be leveraged in the future.  

Project Budget
This is not a final budget number, but a good ballpark figure that will help winnow the 
vendors. You should include any ongoing training, support and professional services budget. 
This section should also include a proposed payment schedule for the project. For example, 
vendors may not proceed if the payment is 100% on completion/acceptance.  

Quick Tip: Identify and differentiate your capital and expense budget for the project. 

Evaluation Criteria (optional)
This section explains how vendors will be evaluated and may give scoring and weightings 
to the various requirements. Note: Even if this is not published as part of the RFP, it is still 
a useful exercise.  

If you prioritized your requirements, it should be easy to score them for evaluation. For 
example, if you used the simple three-level scale for the requirements (Must Include, Should 
Include, and May Include), you can use another three-level scale to score them (Fully Complies, 
Partially Complies, Fails to Comply). A spreadsheet makes this task easier, especially if you 
asked all vendors to submit their answers in spreadsheet format.  

Quick Tip: If you do provide scoring and weighting information, be prepared for vendors to 
“game” your evaluation criteria.
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QUESTIONS TO INCLUDE IN YOUR  
EHS SOLUTION RFP
 
After more than two decades of operations, Intelex has received and responded to hundreds of 
Health and Safety (H&S) solution RFPs. Here are some of the most common questions that are 
included in the RFPs and why they are important.  

What is the Question? Why is it Important?

Please provide a referenceable list of clients in an 
industry that you have completed a similar project 
implementation for in the past 24 months.

You want to know whether a potential vendor has real 
experience in your industry and customers that are 
willing to talk about their experiences. 

Does your company currently do business with us? If 
so, please describe the services provided and indicate 
the scope of usage (e.g. business unit, operating 
company, corporate, etc.).

The more organizations that are involved in a project, 
the more complex it becomes. 

In addition to the EHS solution defined in this RFP, 
please describe what other solutions or services your 
company can provide.

Is the vendor a one-trick pony or do they have 
experience and solutions outside of your specific 
requirements? 

What kind of training do you offer and in what formats 
(e.g. in-person one-on-one or group workshops vs. live 
or recorded online courses)?

The more options the better. In-person training is the 
most effective, but also the costliest. Recorded lessons 
deliver more flexibility and are great for training new 
employees. 

Describe your company's approach to project 
management, solution design, implementation and 
operations management for the scope of work defined 
in this proposal.

Part of this is to educate yourself on different 
approaches, and another is to evaluate the approach 
proposed by this vendor. 

Describe your account management model 
and support culture in terms of overall account 
management, implementation management and 
ongoing support/helpdesk management.

This is an important area. Some companies will use 
senior sales and project management staff during the 
RFP process and then hand the project off to a more 
junior person after the deal is closed. 

Does your company provide an online user 
community? If so, are there similar user groups in this 
community?

Sometimes the fastest and best place to get advice or 
help is from a peer in an online user community. They 
are a great source of tips and tricks. 

Can we make configurations to the system (e.g. 
modify application fields, create custom fields, modify 
application workflows, reports, etc.)? If so, can this 
configuration work be performed without vendor 
involvement?

Customization is important for growth and 
productivity. A flexible system grows with you as your 
business evolves. 

Why should we choose you for this project? What 
sets you apart from your competition? Not just from a 
product feature perspective, but also the intangibles. 

Straight out ask each vendor why they are better than 
the competition. 
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Health and Safety Questions for your RFP
In addition to the general questions, you should include specific EHS 
questions that will help you evaluate the vendors. 

Functional Area EHS Issue

Document 
Management

Manages the revision control process for documents, 
including document change requests, approvals, 
notifications and acknowledgements.

Delivers document folder-level security and document-
level security. 

Archives old versions of a document and provides the 
ability to retrieve and compare. 

Processes listed above are managed within defined 
workflows and include specific task assignments that are 
sent with email notifications.

Audit Management

Uploads current audit content (checklists, questions, 
choice options, scoring, etc.).

Generate configurable reports and dashboards that 
display audits, audit questions, audit findings and 
corrective action data.

Link audit findings and nonconformances to both the 
related audit question and the related clause in the 
relevant ISO standard.

Track the time to completion for audit related task 
assignments (e.g. the audit itself, audit findings,  
actions, etc.).

Sustainability

Ability to evaluate performance against international 
standards (e.g. CDP or GRI).

Create and manage compliance task assignments, either 
associated with permit conditions or other regulatory 
requirements.

Generate tasks (one-time and recurring) and workflows  
to collect and validate data.

Incident Management

Can configure unique responses (e.g. fields, workflows  
and notifications) based on incident type.

Fully bi-directional between web client (incident 
configuration and assignment) and mobile app (incident 
investigation and response). 

Restrict access to sensitive information (e.g. fields and 
sections) to specific user groups, outside of standard 
location-based security.

Supports the following types of root cause analysis: 5 
whys, fishbone, checklist analysis and gap analysis.
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www.intelex.com

With almost 30 years of EHSQ experience, we know a thing or two about how  safety, 
quality and sustainability can preserve lives and protect the planet. And we know you 
need to drive productivity and operation excellence, too.

That’s why our technology solutions are built for EHSQ experts by EHSQ experts.

Enterprise Grade Platform 
Experience Intelex’s powerful platform 
including advanced security and privacy 
measures, global localization and 
data residency support, user-friendly 
configurability, and open APIs to 
integrate seamlessly with your existing 
enterprise investments. 

Mobile First Approach 
Leverage mobile applications to simplify 
data gathering, connect and engage 
workers in real time and easily create, 
deploy, and update action plans from 
any location and on any device, even 
offline, for maximized results.  

Partner of Choice 
With an extensive breadth of capabilities, 
diverse partner ecosystem, and global 
footprint, Intelex is trusted by almost 
half of the top 20 Fortune 500 to manage 
their Health & Safety, Environmental & 
Sustainability, and Quality & Supplier 
management programs.

Why Intelex?
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Why Choose Intelex as your EHS Solution Provider
A major project or procurement needs to be taken 
seriously. If you do it right, an RFP will save your company 
time and money and ensure you end up with the best 
vendor available. If you are new to the RFP process, the 
Intelex Ultimate Guide to RFPs for EHS Solutions  
should give you a good starting point. If you are more 
experienced, this guide may still be useful as it includes 
some important questions for EHS.
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When it is time to make your final decision on an enterprise health & safety solution, we 
are confident that Intelex delivers the best EHSQ solution and deployment team available 
on the market. 


