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Sample Request for Proposals
This sample RFP provides requirements questions that your organization can use or modify to assess CMS vendors. You can also use this document as a scorecard during vendor demos.

To use the RFP

· Replace <angle brackets> with information specific to your organization.

· Define weighting for critical, important, or unimportant questions.

· Remove questions that do not apply to your organization (or weight them as unimportant).

Requirements
If the requirement does not apply to your product, please use N/A in the response.  

"Out of the box" refers to whether or not the feature/functionality being requested is available in the proposed version of your product for this RFP with reasonable configuration but with no customization necessary.  If it is available but requires customization, please put 'N' in the "Out of the box" column, and 'Y' in the "Customization" column.  

In the "Comments" column, please describe the level of Customization required if applicable, and any additional information you can provide on that feature or functionality.

Please refer to Glossary of Terms for a clear definition of Configuration and Customization.

	#
	Requirement
	Out of the box (Y,N,N/A)
	Customization (Y,N,N/A) 
	Comments

	Content Authoring

These requirements refer to the functional requirements of content authors in accessing the content management system to create, retrieve, assemble, and modify content.

	CA1 
	Is there a spell check built into your authoring tools?
	
	
	

	CA2 
	Is US English the default dictionary language?
	
	
	

	CA3 
	Can the spelling dictionary be customized?
	
	
	

	CA4 
	Can spelling be checked at various levels—single topic/multiple topics/complete docs?
	
	
	

	CA5 
	Are other dictionary languages supported? Provide details.
	
	
	

	CA6 
	Is there a thesaurus built into your authoring tools?
	
	
	

	CA7 
	Is there a find and replace feature built into your authoring tools?
	
	
	

	CA8 
	Are advanced find and replace features supported, such as text, code/style, regular expressions, or variables? Provide details.
	
	
	

	CA9 
	Can find and replace be performed at various levels –single topic/multiple topics/complete docs?
	
	
	

	CA10 
	Does the authoring tool provide multiple authoring views, such as WYSIWYG and code? 
	
	
	

	CA11 
	Does the authoring tool allow for viewing different document structure views, such as single topic, multiple topics/complete docs?
	
	
	

	CA12 
	Does the authoring tool link to a style sheet?
	
	
	

	CA13 
	Does the authoring tool link to a DTD/schema?
	
	
	

	CA14 
	Can the authoring tool use multiple DTD/schema?
	
	
	

	CA15 
	Does the authoring tool automatically use the most current DTDs/schemas?
	
	
	

	CA16 
	Is the authoring tool optimized for a specific DTD or document architecture? Provide details.
	
	
	

	CA17 
	Is content validated in real time?
	
	
	

	CA18 
	Is content validated on save?
	
	
	

	CA19 
	When content is validated, is feedback provided to the user? Provide details.
	
	
	

	CA20 
	Do validation errors have to be resolved before content is saved? Provide details.
	
	
	

	CA21 
	Does the authoring tool use a non-proprietary file format? Provide details.
	
	
	

	CA22 
	Can the authoring tool save plain text?
	
	
	

	CA23 
	Can the authoring tool save XML?
	
	
	

	CA24 
	Can the authoring tool export multiple formats? Provide details.
	
	
	

	CA25 
	Can the authoring tool import multiple formats (excluding graphics)? Provide details.
	
	
	

	CA26 
	Can vector and raster graphics be linked to a file?
	
	
	

	CA27 
	Can vector and raster graphics be placed in a file?
	
	
	

	CA28 
	Are graphics displayed in their native format? If not, provide details.
	
	
	

	CA29 
	Is WYSIWYG table editing supported within the authoring tools?
	
	
	

	CA30 A
	Are advanced table features, such as column spanning, supported? Provide details.
	
	
	

	CA31 
	Is a table standard used or supported? Provide details.
	
	
	

	CA32 
	Are standard keyboard shortcuts available/used?
	
	
	

	CA33 
	Can keyboard shortcuts be customized?
	
	
	

	CA34 
	Is a standard macro language supported? Provide details.
	
	
	

	CA35 I
	Is the metadata saved with content files? Provide details.
	
	
	

	CA36 
	Is metadata formatted using a non-proprietary format? Provide details.
	
	
	

	CA37 
	Can new metadata requirements be added to legacy files? 
	
	
	

	CA38 
	Can metadata be removed from multiple files?
	
	
	

	CA39 
	Can metadata be updated across multiple files?
	
	
	

	CA40 
	If a metadata requirement is changed, is there a method for resolving conflicts with legacy files? Provide details.
	
	
	

	CA41 
	Can default values be defined for metadata? Provide details.
	
	
	

	CA42 
	Can default values be based on other parameters, such as a user ID?
	
	
	

	CA43 
	Can metadata be limited to a predefined taxonomy?
	
	
	

	CA44 
	Is conditional text supported? Provide details.
	
	
	

	CA45 
	Is linked text displayed in the file containing the link?
	
	
	

	CA46 
	Can variables be set at the word level?
	
	
	

	CA47 
	Are internal and external linking supported? Provide details.
	
	
	

	CA48 
	Can callouts be added to graphics within the authoring tool?
	
	
	

	CA49 
	Can document structures be defined using the authoring tools? Provide details.
	
	
	

	CA50 
	Can metadata be inherited from parent to child objects?
	
	
	

	CA51 
	Can the authoring tool enforce rules based on metadata created within the authoring tool?
	
	
	

	CA52 
	Can the authoring tool enforce rules based on metadata created by CMS or publishing tools? 
	
	
	

	CA53 
	Is the metadata optimized to be used in conjunction with specific CMS or publishing tools? 
	
	
	

	CA54 
	Is the authoring tool optimized to be used in conjunction with specific CMS or publishing tools?
	
	
	

	CA55 
	Can the authoring tool limit a user’s access level, such as to view only, view and comment, or modify?
	
	
	

	CA56 
	Are access levels inherited from other systems? Provide details.
	
	
	

	CA57 
	Does the authoring tool recognize and track changes? 
	
	
	

	CA58 
	Can the authoring tool recognize whether a file has been reviewed or approved and limit what can be done to the file based on this information? Provide details.
	
	
	

	CA59 
	Does the authoring tool handle cross-references? Provide details.
	
	
	

	CA60 
	Can the authoring tool check in and check out files in a repository?
	
	
	

	CA61 
	Can the authoring environment be customized to show different features for different types of users? Provide details.
	
	
	

	CA62 
	Are modifications to the authoring environment supported when upgrading the authoring software? Provide details.
	
	
	

	CA63 
	Is there an SDK available for the authoring tool?
	
	
	

	CA64 
	Does the SDK use a nonproprietary language? Provide details.
	
	
	

	CA65 
	Do you provide dedicated tools for developing templates/DTDs?
	
	
	

	CA66 
	Do you provide dedicated tools for reviewing documents?
	
	
	

	CA67 
	Can secondary authors/reviewers view or modify content using Microsoft Word?
	
	
	

	CA68 
	If content is modified outside of the primary tool, is the integrity of the content and metadata maintained?
	
	
	

	CA69 
	Do you provide a web interface for authoring content? Provide details.
	
	
	

	CA70 
	Can multiple users work on the same file at the same time? Provide details.
	
	
	

	CA71 
	Can files be compared within the authoring tool? Provide details.
	
	
	

	CA72 
	Can files be merged by the authoring tool? Provide details.
	
	
	

	CA73 
	Does the authoring tool have any optimization for DITA? Provide details.
	
	
	

	CA74 
	Does the authoring tool include any workflow tools, such as review and approval processes?
	
	
	

	CA75 
	Is the authoring tool integrated with any existing workflow tools?
	
	
	

	CA76 
	Are default templates included?
	
	
	

	CA77 
	Can the authoring tool import Adobe FrameMaker files?
	
	
	

	CA78 
	Can the authoring tool import Microsoft Word files?
	
	
	

	CA79 
	Do the authoring tools fully support Unicode?
	
	
	

	CA80 
	Do the authoring tools support UTF-8 and UTF-16 languages?
	
	
	

	CA81 
	Do the authoring tools display left-to-right, right-to-left, and top-to-bottom reading languages, and any combinations of the three? Provide details.
	
	
	

	CA82 
	Do the authoring tools display top-to-bottom reading languages?
	
	
	


	#
	Requirement
	Out of the box (Y,N,N/A)
	Customization (Y,N,N/A) 
	Comments

	Content Storage and Management

These requirements refer to the functional requirements for the part of the system related to storing, managing, and tracking content.

	CS1 
	Can your content storage and management tools limit a user’s access level, such as to view only, view and comment, or modify?
	
	
	

	CS2 
	Are access levels inherited from other systems? Provide details.
	
	
	

	CS3 
	Are your content storage and management tools optimized for a specific granularity? Provide details.
	
	
	

	CS4 
	Can the content storage and management tools be configured to send email notifications to <organization’s email system> users? Provide details.
	
	
	

	CS5 
	Do the content storage and management tools support auditing?
	
	
	

	CS6 
	Do the content storage and management tools provide ISO 9000-compliant audit reports?
	
	
	

	CS7 
	Do the content storage and management tools provide an audit history, by user ID and the action performed (copy, view, and so on), of users accessing the content?
	
	
	

	CS8 
	Do the content storage and management tools support custom reporting on audit events?
	
	
	

	CS9 
	Do the content storage and management tools archive versions? Provide details.
	
	
	

	CS10 
	Can files be reverted to older versions?
	
	
	

	CS11 
	Is there a maximum number of versions that can be saved?
	
	
	

	CS12 
	Are versions stored as separate files?
	
	
	

	CS13 
	Can files be branched?
	
	
	

	CS14 
	Can versions be archived to alternative storage locations?
	
	
	

	CS15 
	Do the content storage and management tools include review workflows?
	
	
	

	CS16 
	Do the content storage and management tools include workflows for the document lifecycle?
	
	
	

	CS17 
	Do the content storage and management tools enable authors to incorporate review feedback into the files by accepting the changes? Provide details.
	
	
	

	CS18 
	Can review comments be captured and linked to the content?
	
	
	

	CS19 
	Do the content storage and management tools include approval workflows?
	
	
	

	CS20 
	Is the review, approval, or lifecycle status of a file recognized by any specific authoring or publishing tools? Provide details.
	
	
	

	CS21 
	Does the approval workflow include a process for releasing files that have not met required criteria? 
	
	
	

	CS22 
	Can the content storage and management tools access metadata created by document authoring tools? Provide details.
	
	
	

	CS23 
	Is searching within the database, files, and metadata supported? Provide details.
	
	
	

	CS24 
	Are files saved in their native formats?
	
	
	

	CS25 
	Can metadata migrate with files if a new system is implemented?
	
	
	

	CS26 
	Is data stored in a database? Provide details.
	
	
	

	CS27 
	Does the access control provided include user profiles? Provide details.
	
	
	

	CS28 
	Is secure HTTPS access supported to external clients?
	
	
	

	CS29 
	Is secure wireless access supported?
	
	
	

	CS30 
	Is WebDav access supported?
	
	
	

	CS31 
	Can multi-language translations of content be associated with original content? Provide details.
	
	
	

	CS32 
	Are there any tools for sharing content with localization vendors or other third-parties? Provide details.
	
	
	

	CS33 
	Is metadata versioned? Provide details.
	
	
	

	CS34 
	Is batch exporting supported? Provide details, including formats.
	
	
	

	CS35 
	Are tools for converting file formats provided? Provide details.
	
	
	

	CS36 
	Are translation-specific tools, such as translation memory management, provided? Provide details.
	
	
	

	CS37 
	Is file linking managed by the content storage and management tools? Provide details.
	
	
	


	#
	Requirement
	Out of the box (Y,N,N/A)
	Customization (Y,N,N/A) 
	Comments

	Content Publishing and Exchange

These requirements refer to the functional requirements related to assembling, publishing, and distributing information in multiple outputs to end clients.

	CP1 
	Can users publish content directly from authoring tools?
	
	
	

	CP2 
	Can users manually assemble docs using topic maps?
	
	
	

	CP3 
	Can docs be dynamically assembled based on parameters defined by the user? Provide details.
	
	
	

	CP4 
	Can doc assemblies be version controlled? Provide details.
	
	
	

	CP5 
	Are doc assemblies associated with specific versions of files (as opposed to always using the current version of the file)? Provide details.
	
	
	

	CP6 
	Can variables be set or modified during content publishing?
	
	
	

	CP7 
	Can conditions be set or modified during content publishing?
	
	
	

	CP8 
	Can content be validated during content publishing?
	
	
	

	CP9 
	Can multiple formats be generated with a single request? 
	
	
	

	CP10 
	Is assembly audit information included in generated files?
	
	
	

	CP11 
	Are links and cross-references managed during content assembly and publishing? Provide details.
	
	
	

	CP12 
	Is document assembly information managed and stored separately from content?
	
	
	

	CP13 
	Is document assembly information added to source files?
	
	
	

	CP14 
	Can the document assembly process automatically resolve when file names change?
	
	
	

	CP15 
	Is there a web interface available for assembling documents?
	
	
	

	CP16 
	Does document assembly and publishing recognize when a document has been reviewed and approved? 
	
	
	

	CP17 
	Does document assembly and publishing recognize document lifecycle information?
	
	
	

	CP18 
	Does the document assembly process include automatic methods for resolving conflicts?
	
	
	

	CP19 
	Can conflicts be overruled?
	
	
	

	CP20 
	Can content assembly and publishing be scheduled and automated? 
	
	
	

	CP21 
	Can content assembly and publishing be initiated by a user?
	
	
	

	CP22 
	Are logs generated during assembly and publishing? Provide details.
	
	
	

	CP23 
	Is publishing PDF supported?
	
	
	

	CP24 
	Is a PDF publishing standard used? Provide details.
	
	
	

	CP25 
	Is publishing HTML supported?
	
	
	

	CP26 
	Is publishing Compiled HTML supported (.chm)?
	
	
	

	CP27 
	Is publishing WML supported?
	
	
	

	CP28 
	Is publishing WinHelp supported?
	
	
	

	CP29 
	Is publishing Word .doc supported?
	
	
	

	CP30 
	Is publishing .rtf supported?
	
	
	

	CP31 
	Is publishing JavaHelp supported?
	
	
	

	CP32 
	Is publishing Flash content supported?
	
	
	

	CP33 
	Are advanced layout features supported, for example through integration with Adobe InDesign? Provide details.
	
	
	

	CP34 
	Do publishing formats work in all supported languages?
	
	
	

	CP35 
	Are book features, such as page numbers, table of contents, indexes, figure numbers, headers, and footers, generated during publishing? Provide details.
	
	
	

	CP36 
	Are navigation elements provided in published outputs? Provide details.
	
	
	

	CP37 
	Are there tools for modifying the default output formats?
	
	
	

	CP38 
	Are there tools for creating new output transformations?
	
	
	

	CP39 
	Are graphic transformations possible during publishing? Provide details.
	
	
	

	CP40 
	Are CMYK graphics supported in PDF outputs?
	
	
	

	CP41 
	Can advanced PDF options, such as security and PDFX, be modified during publishing? 
	
	
	

	CP42 
	Can fonts be embedded during PDF publishing?
	
	
	

	CP43 
	Are accessibility (Section 508) requirements met in PDF and HTML based output formats? 
	
	
	

	CP44 
	Does the publishing tool have any optimization for DITA?
	
	
	

	CP45 
	Does the publishing tool have any optimization for other standards?
	
	
	

	CP46 
	Is there an SDK available for the publishing tools? Provide details.
	
	
	

	CP47 
	Does the SDK use a non-proprietary language? Provide details.
	
	
	

	CP48 
	Can files be checked in and checked out by the publishing tools?
	
	
	

	CP49 
	Can documents be automatically posted to multiple locations?
	
	
	

	CP50 
	Is there a search feature within the publishing tools?
	
	
	

	CP51 
	Can generated output be added to the source repository? Provide details. 
	
	
	

	CP52 
	Can an index be automatically generated?
	
	
	

	CP53 
	Can a TOC be automatically generated?
	
	
	

	CP54 
	Can product configurations be incorporated into publishing?
	
	
	

	CP55 
	Is Unicode supported in all publishing formats? Provide details.
	
	
	

	CP56 
	Is UTF-8 and UTF-16 supported in all publishing formats? Provide details.
	
	
	

	CP57 
	Are left-to-right, right-to-left, and top-to-bottom reading languages, and any combinations of the three, supported in all publishing formats? Provide details.
	
	
	

	CP58 
	Are there any integrations for localization vendors or other third-party vendors? Provide details.
	
	
	

	CP59 
	Can a document ID be generated and associated with a particular document during assembly?
	
	
	

	CP60 
	Can the system use ftp to automatically post output to a specific ftp site?
	
	
	

	CP61 
	Can the system use HTTP or HTTPS to automatically post output to a specific URL?
	
	
	

	CP62 
	Can the system use rsync or ssh to post files? 
	
	
	


	#
	Requirement
	Out of the box (Y,N,N/A)
	Customization (Y,N,N/A) 
	Comments

	System Integration

	SI1 
	Can your system integrate with <organization’s issue tracking software > or any other Issues Tracking Software/Systems.  Describe the level of integration possible.
	
	
	

	SI2 
	Can your system integrate with <organization’s version control system> or any other Version Control Systems?  Describe the level of integration possible.
	
	
	

	SI3 
	Can your system integrate with <organization’s content management system> or any other Content Management Systems? Describe the level of integration possible.
	
	
	

	SI4 
	Can your system integrate with <organization’s document management system> or any other Document Management Systems? Describe the level of integration possible.
	
	
	

	SI5 
	Can your system integrate with <organization’s product life cycle management system> or any other Product Life Cycle Management Tools/Systems? Describe the level of integration possible.
	
	
	

	SI6 
	Can your system integrate with Single Sign-On solutions? Describe the level of integration with the following:
· Netegrity

· Sun Identity Manager

· Others?


	
	
	

	SI7 
	Does your system provide LDAP integration? Active Directory? Describe the level of integration possible.
	
	
	

	SI8 
	Can your system integrate with Portals? Describe the level of integration possible.
	
	
	

	SI9 
	Please provide specifics on any other systems your product integrates with.
	
	
	

	SI10 
	Can your system integrate with <organization’s email system> or any other email systems?  Describe the level of integration possible and specify supported versions
	
	
	


	#
	Requirement
	Out of the box (Y,N,N/A)
	Customization (Y,N,N/A) 
	Comments

	Supported Technologies
	
	
	

	ST1 
	Supported Platforms – Client Component, please provide specific versions

· Windows® 2000

· Windows XP

· Linux

· SolarisTM
· OS 10

· Others

Supported Platforms – Server Component, please provide specific versions

· Windows 2000/2003

· Windows XP

· Linux

· Solaris

· Others
	
	
	

	ST2 
	Supported Web/Application Servers, please provide supported versions:

· IIS 

· Apache 

· JRun 

· BEA WebLogic®
· Tomcat/JBoss
· Others?
	
	
	

	ST3 
	Does your system provide database support?

· Oracle® 9i

· Oracle 10G

· SQL Server
· Others?
	
	
	

	ST4 
	Does your system provide SSL support?
	
	
	

	ST5 
	Is your system clusterable behind load balancer, preferably F5?
	
	
	

	ST6 
	Describe in detail what infrastructure the product was developed on (for example, what database, web server, application server, Windows).
	
	
	

	ST7 
	Does your system support multiple versions of browsers (IE 5.5 and up, Netscape® 4.7x and up, others)?
	
	
	

	ST8 
	Does your system allow remote installation  (via terminal services or ssh)?
	
	
	

	ST9 
	Does your system allow remote administration (via terminal services or ssh)?
	
	
	

	Technical Architecture
	
	
	

	TA1 
	What technologies are used in your solution (for example, Java®/JSP, ASP/COM, ASP.NET, XML, C++, and so on)?
	
	
	

	TA2 
	Please describe the overall architecture and design of this application/system (for example, . 2-tier, 3-tier, struts & JSP, .NET, DCOM, and so on).
	
	
	

	Presentation Tier
	
	
	

	PT1 
	How do you segregate your business logic from your presentation and data tiers?
	
	
	

	PT2 
	Where do you place the logic that manages changes to application data?
	
	
	

	Data Tier
	
	
	

	DT1 
	What approach have you taken to manage session persistence? Does this involve the use of third-party libraries or technologies (for example, Toplink, Castor, EJBs, Javabeans, and so on)?
	
	
	

	DT2 
	What support do you provide in migrating our data when upgrades occur that impact the underlying table structures?
	
	
	

	DT3 
	Has your solution been deployed, tested and certified on:

· SQL Server

· Oracle DB Server

· Oracle RAC
	
	
	

	DT4 
	Do you provide an open database schema so we can develop our own reporting mechanisms and view any tables and contained data that we wish?
	
	
	

	DT5 
	Does your system encrypt or mask any of the underlying data that would make it difficult for us to view and report on it?
	
	
	

	DT6 
	What encryption mechanisms do you support so we can protect sensitive information (for example, passwords, and so on)?
	
	
	

	DT7 
	Is there application data saved outside of the database?
	
	
	

	DT8 
	Does your system allow for multiple storage options (that is, can some content reside on a geographically different server)?
	
	
	

	Scalability and Reliability
	
	
	

	SR1 
	How many concurrent users will the system support per cluster member
	
	
	

	SR2 
	How does your solution allow us to scale up as our needs grow?
	
	
	

	SR3 
	Describe how your system provides support for clustering, if applicable. How do the clustered servers share state information and what do they share? How is the load balanced after one server fails? Are user sessions failed over seamlessly, or does a user experience session interruptions?
	
	
	

	SR4 
	Do you have a single point-of-failure in any of your components?
	
	
	

	SR5 
	Describe the approach taken to manage and trap error situations within your solution. How can system administrators get notification of error situations?
	
	
	

	SR6 
	How do we configure the log level and, does it require a restart when changed? Can we modify the location of the log files? Have you ever implemented logging to a network share or appliance?
	
	
	

	General Support

	GS1 
	Can upgrades be performed without affecting the existing system?
	
	
	

	GS2 
	Will ongoing updates and error corrections with appropriate documentation be supplied?
	
	
	

	GS3 
	Are error corrections and enhancements release dependent?
	
	
	

	GS4 
	Will you be responsible for implementing updates and error corrections to the system? If so, are there any extra costs involved?
	
	
	

	GS5 
	Describe the extent to which the system’s user interface and features can be customized/configured while allowing for software upgrades under your normal upgrade process.
	
	
	

	GS6 
	Is Hot Backup possible for all components of system?  Provide details.
	
	
	


Glossary of Terms

Configuration -  is meant to include any changes to the solution provided out of the box that the customer (<organization>) is able to do on its own without either deviating from what is supported by the vendor or incurring additional charges for support.  These changes should be fully supported in all future patches, hot fixes, and updates supplied by the vendor, with no additional work required on behalf of either the customer or the vendor.  No professional services resources should be required for configuration.

Customization - is meant to include any changes to the solution provided out of the box that would require either the customer or the vendor to modify the solution in such a way that either it is not supported under the normal support terms and conditions or that additional support and maintenance fees would be added to that of typical support.  Typically customizations would require the involvement of professional services from either the vendor or a third-party systems integrator, both at the time of initial phases of the project as well as for future patches, hot fixes, and updates supplied by the vendor, in order to ensure that the functionality provided by the customizations is not lost when new versions are installed.




















































