
Draw up an evaluation matrix 
Share this with all stakeholders to ensure that everyone is on the same page when
assessing responses.

Ask for feedback from industry peers
Case studies provided by suppliers are all well and good, but past or present 
customers can provide a more balanced view. 

Be concise

Be religious about update calls
Schedule these calls early in the project. Regular communication will ensure all stages flow 

Prepare a blurb 
Have a blurb about your organisation already written and ensure that key metrics and
information about your current travel programme are easy to access.. 

Create a checklist of focus areas 
List your essential outcomes and goals. When writing your RFP ask yourself whether
each question fits  within one of these areas; if not, does it really need to be included?

Try not to skimp on research
Gaining a detailed understanding of the direction that the corporate travel industry is
moving, will help you to narrow focus when compiling a shortlist.

Allocate a non-financial budget
Just as you would allocate a financial budget, work out a time and resource budget for
the project – be realistic!

Be clear about any deadlines 
Waiting on stakeholders before being able to progress onto the next stage can bring
things to a grinding halt, so it’s well worth agreeing on these deadlines in advance. 

Nominate a project leader 
Decide on a project leader as soon as it’s decided that your organisation is going to issue
an RFP. This person can act as central contact to ensure that wires stay straight.

Despite being methodical in theory, the RFP process can quickly get derailed. 
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 Here’s our expert advice:

Managing the opinions of senior stakeholders to the sound of 

timelines and priorities, all while trying to secure the very best 
deal and the most amount of value for your organisation 

Decades of experience in receiving and answering RFPs, as 
well as issuing them ourselves, means that we’ve found a 
comprehensive list of ways in which the whole process can be 
streamlined, limiting its impact on time and resources across 
your organisation.
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