


Hiring an outside vendor has many advantages – from
leveraging experience you just don’t have or purchasing power
you can’t compete with, to reducing operational costs and
improving delivery speed. Of course, you must be willing to share
your organizational goals with the vendor and relinquish at least
some control over the project/function while resisting the urge to
micromanage.

Ask yourself these two simple questions to determine if you need
an outside vendor to support your activities, if the answer is no to
either of these questions, bring in a vendor:

Before You Begin
The vendor-selection process can be a very complicated and a
difficult undertaking. First form an internal selections team. This
team will be responsible for driving the process, determining the
business vendor requirements, and making the
recommendations for selection. To begin, the team should
search for possible vendors that will be able to deliver the
material, product or service. This is a great opportunity to tap into
your network to search for recommended trusted vendors.

The vendor selection process should be designed to help you
make an informed and strategic decision. Be specific with clear
expectations detailing all responsibilities, timelines and
boundaries. You want a positive win-win result so let the vendor
know that you are there to help them understand your needs and
identify how they can assist.

Ensure that you consider the financial stability of any potential
vendor, as well as the organization, the length of time in business,
recommendations from similar organizations, and the
trustworthiness of the organization. Here’s a five-phase process
to aid you in the vendor selection process.

Focus on your 
Strengths
Your organization 
needs to focus on its 
strengths. That’s how 
you’ve been able to 
develop and sell your 
service or product, 
deliver exceptional 
results and successful 
build your business. But 
this also usually means 
you can’t (and 
shouldn’t) do it all. 
There are many 
aspects to running a 
successful business 
that are completely 
unrelated to the things 
you do best. They may 
be too time-
consuming or too 
expensive – or just too 
far outside your 
expertise. 

1. Is the business function in question directly
related to your company’s vision and mission?
2. Is your size and growth rate sufficient to support
bringing this inhouse?



Phase One – Planning
You’re well into Phase One in doing the work outlined above. After you have short listed
the potential vendors, the next step is to solicit proposals through a “Request for
Proposal” or RFP. This is where you’ll summarize the work needed, detail your
requirements and outline the process your selections team will use to evaluate and
negotiate the future contract. Specifically, your RFP should feature the following
sections:

Selection criteria including timeline and recommendations or references request
It does take time to properly complete an RFP, so allow enough time for prospective
vendors to ask any questions and submit their proposals.

Phase Two – Evaluation and Selection
Once the deadline for submissions has passed and you have sufficient responses,
begin the evaluation and selection phase. Emphasize to your selection team the need
to minimize emotion and political positioning so you can arrive at a decision that is in
the best interest of the company. Be thorough in the investigation and seek input from
key stakeholders. Using the following methodology should lead the team to a unified
decision:

• Conduct a preliminary review of all vendor proposals
• Identify business and vendor requirements
• Consider qualities such as reliability, quality, experience, range of services and value

for money
• Are minimum requirements met?
• Assign an importance value for each requirement
• Assign a score for each requirement identified
• Calculate a total performance score
• Select the winning vendor

Using a structured process like this also allows you to iterate and implement in the
future.

• Submission details
• Introduction and executive 

summary
• Business overview and background

• Detailed specifications
• Assumptions and constraints
• Terms and conditions

The CFO Suite can help you get through this time when you might need that 
additional capability or capacity for your team.



Phase Three – Negotiate and Award the Contract
Once you’ve decided on a vendor you need to negotiate the contract. While price is
important you will want to consider all of the priorities you have when awarding the
contract. Further areas to consider include proposed timeline, specific resource
requirements, potential liabilities and risks, as well as other legal requirements. Use this
time to clearly set expectations and provide a framework for success. Once you have
finished negotiating the contract, take the time to include an orientation for your new
vendor to provide them further insights and solidify your relationship and connection.

Phase Four – Manage the Contract
Before you begin, establish a project
implementation team including internal and
external project managers. Then create a
Statement of Work (SOW) and share it within
the team. A SOW, in most cases a detailed
project plan, defines the entire scope of the
work involved and clarifies deliverables,
costs, and timeline. When putting this
together make it as specific as possible,
establishing benchmarks and a process for
monitoring/tracking them. Look to consider
contingency plans or penalties when not
meeting goals. Ensure that everything is
agreed upon by all. This will help the team
to keep the project on track and on budget.

It’s also important to remember that to be TRULY successful, you and your vendor must
maintain proper, timely and precise communication. A detailed communication plan
must be established and must detail what type of reports are needed and at what
frequency.

Be very clear about what happens if or when issues arise. How is feedback shared? What
happens if there’s a delay? What if the vendor’s performance is not meeting
expectations? What if the vendor believes they aren’t receiving the necessary support or
scope has changed? In addition to ongoing monitoring, regular audits may be necessary
to evaluate progress and performance. Also do include opportunities to recognize and
celebrate success.

The CFO Suite is your trusted resource for interim, project and direct-hire 
accounting and finance game changers.



Phase Five – Contract Completion & Project Autopsy
Once the project implement team has determined the project is nearing completion 
you should look to perform closeout procedures.  These would include:

Finally, and while not an “official” phase of this process, be sure to thank your vendor 
and gauge their interest in returning for future work. 

Here's how The CFO Suite can help:
Going through the vendor selection process and making the right vendor choice can be 
an enormous burden on your organization.  Having someone who can support and 
guide you through the process can be invaluable. Our team at The CFO Suite of 
experienced, game-changing consultants, have actively participated in numerous 
vendor selection processes and are ready to help you navigate this process. 

• Determine and document business requirements and draft the RFP.
• Identify vendor options and narrow to 3 – 4 for consideration.
• Review the responses to the RFP to determine which vendors meet the requirements.
• Schedule, attend and assess vendor in person demos or meetings.
• Facilitate discussions and determination of final selected vendor.
• After vendor selection provide project management assistance.

We are a unique firm dedicated to finding game changers to just get it done! 
We know what it takes to build the right team to support your organization 

through challenges and change.

• Identify any disputes, unfinished deliverables or 
outstanding work, and determine necessary 
steps, responsible party and timeline to finish or 
resolve these outstanding matters.

• Once all matters are resolved, verify the contract 
has been fulfilled and all deliverables are in 
hand. 

• Ensure all testing or verification of the 
product/service is complete and results are as 
expected, and all parties are willing to “sign off”.

• After collecting documentation and evaluation 
reports, perform a “project autopsy” to identify 
areas for improvement and opportunities for 
future enhancements or projects.

• Reconcile payments to the vendor and ensure 
any final payment is made.



The CFO Suite is your trusted resource for interim, project and direct-hire 
game changers that maximize the capabilities and capacity of your 

accounting and finance department.  

Through our consultative approach, founded upon years of practical 
experience in public accounting, industry and professional services, we are 
a unique firm dedicated to finding game changers to just get it done! We 

know what it takes to build the right team to support your organization 
through challenges and change.

VISIT OUR WEBSITE OR CALL US TODAY!
800.CFO.3481

If you have any questions, please feel free to email us at  info@cfosuite.com

If you’re interested in learning more about Refining Your Vendor Selection 
Process and how The CFO Suite can help you, reach out to: 

Sabiha McConnell
Director of Advisory Services 

713-398-5664 
Sabiha.McConnell@CFOSuite.com


