
Finding the right benefits administration partner starts with creating a quality Request For Proposal 
(RFP). More often than not, this process takes way more time and energy than organizations realize. 
Unfortunately, their investment doesn’t always pay off. Nonetheless, prep-work is mission-critical. 
Before we show you how to get the most value from your RFP, let’s define what that value is.

The value of a well-executed RFP:

• Accelerated response times

• Relevant, accurate submissions that align with your company’s needs

• Faster proposal review process 

• A selection of high-quality options 

• A clear solution and pathway forward

Getting The Most Value From Your RFP

www.morneaushepell.com



How To Get More Value From Your RFP

1. Assemble & Assess Internal Operations
Organizations often recognize the need for a new benefits administration solution or partnership but struggle to 
articulate what they need and why. An internal assessment will help you define these important elements and 
make requests with greater intention. But first, you will need to involve the right people in the process. 

• Include key players in the planning process, such as those who will be in direct contact with the  
 solution (i.e., HR administrators, etc.) or IT managers who will oversee system integrations.

• Do not invite “too many cooks into the kitchen” as requirements and expectations can quickly  
 become contradictory or unrealistic.

• Define each team member’s role or responsibility and how much time they should plan to  
 devote to RFP activities throughout the entire process, including implementation. 

• Determine what criteria you will use to vet vendors and “grade” RFP responses. 
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Example Questions  
to Ask Vendors

•  Has your organization changed, or does it plan to change any core  
    business commitments, such as payroll systems?

•  What is your organization’s vision for the future?

•  Does your organization plan to make any significant enhancements  
    in the near future?



2. Create A Reasonable Timeline Of Events
Timing is one of the most common frustrations for businesses and vendors alike. Benefits administration is a 
complex operation that requires careful planning and forethought — both when preparing the RFP and when 
responding to it. If you do not allow an adequate amount of time for each phase of the process — including the 
time you provide to vendors for questions and responses — rushing could be detrimental to the overall value of 
your RFP and the resulting partnership or solution. Here are some basic timeframes to help you plot each phase 
of the RFP process:

PHASE 1: RFP PLANNING — 3+ Months

To build a solution that streamlines and automates benefits administration, providers require a lot of 
information about current operations and data on the current volumes (i.e., # of participants, # of calls etc.). 
Gathering this information and preparing the RFP will take time. Providing a clear picture of the current state 
(including counts/data) and desired future state in the RFP will reduce the number of questions from the 
vendors. At a minimum, start RFP planning three months before you wish to send out the RFP. As you roll out 
the planning phase, think ahead and consider any potential changes that could disrupt implementation or 
create new operational needs. E.g., acquisitions, mergers, or the adoption of a new HRIS system. 

PHASE 2: RFP RESPONSE PERIOD — 3+ Weeks
Allow a minimum of three weeks for benefits administration providers to respond to the RFP. Take any 
events that could impact both the turnaround and quality of the responses you receive into consideration — 
for example, a major holiday or peak industry seasons. You also should anticipate numerous questions from 
vendors during the response phase. Set adequate time aside to answer these questions and for the vendors 
to use your answers in their RFP responses and pricing. Accurate proposals depend on having all the facts to 
gain an accurate picture. 
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PHASE 3: RFP INTERNAL REVIEW PERIOD — 1-2+ Weeks

Set aside at least one to two weeks for your initial RFP reviews. If your team receives more than 3-5 proposals, 
you may need more time for comparison. It’s also important to factor in enough additional time, which can 
typically last 4-8 weeks, in the overall timeline for:

• Follow-up questions that you may have for each vendor

• Finalist meetings

• Negotiations — best and final offer (BAFO)

• Obtaining a Letter of Approval

• Finalizing the contract

PHASE 4: RFP IMPLEMENTATION — 6-9 Months

The process of bringing a proposed solution to fruition takes time, resources, planning and flexibility to 
account for unanticipated challenges. Top-tier benefits administration partners will require at least 6-9 
months for implementation, depending on the size, complexity and requirements of the project. If a vendor 
promises you significantly less time, beware. Rush jobs can put your organization at risk for operational, 
technical or compliance issues.
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3. Outline a Detailed & Comprehensive Project Overview
The more honest and upfront you are, the more specific and valuable responses will be. Therefore, only request 
the services and solutions you think you need. Your internal team will be tasked with reviewing each response, 
which can be a tedious process. If you include more than what your organization realistically needs, RFPs will 
take longer for vendors to respond to, and could overwhelm the review process, making it more difficult to 
identify the best solution. At a minimum, your RFP should include the following elements:

I.  INTRODUCTION TO YOUR COMPANY

      A.  Define the level of partnership you desire (i.e., SaaS, co-sourcing, or full-scale outsourcing).

      B.  Describe what you believe that level of partnership entails. For example, your definition of co- 
   sourcing might not be the same as a benefits administrator’s. Furthermore, the description might  
   point to a completely different solution or partnership.

      C.  Provide a brief project history and recap of the current benefits administration environment,  
   including current vendor partners, systems, volumes and processes. 

      D.  Determine your organization’s level of flexibility regarding the type(s) of solutions you’re willing to  
   consider, should vendors come back with different recommendations than you originally requested. 

II.  DETAILED PROJECT SUMMARY:

      A.  Describe the scope of the project, including important details that will help illustrate size and  
   complexity — for example, the number of employees or employer groups.

      B.  Anticipate vendor questions and attempt to address them in this section. Be as specific as possible  
   when providing information, such as:

• Why your organization seeks a new solution.

• What pain points you wish to address.

• What the organization thinks it needs.

      C.  Include important details that vendors should know upfront, such as expedited timelines,  
   possible mergers or other large-scale organizational changes that could alter the size and  
   complexity of the project.



III.  PROJECT REQUIREMENTS

      A.  List RFP response formatting guidelines — for example, clearly define the type of document you will  
    accept or ask for information to be presented in a specific format.

               NOTE:  Some formatting structure will help streamline response and review processes. However, avoid strict page  
                  limits or extensive formatting rules that can limit a vendor’s ability to provide a thorough and thoughtful response.

      B.  Provide instruction on how your organization prefers to receive responses (i.e.,  email, hard copy, flash  
   drive, etc.) and when proposals are due, including time of day.

• If using an online RFP platform, be sure to select an intuitive system that simplifies submittal  
 and review processes. 
 

IV.  VITAL DATA & FILES

Data is paramount to expressing the size and complexity of the project. Without it, benefits administration 
providers cannot accurately estimate time or cost and may not have the context needed to propose the best 
possible solution for your operational needs. Furthermore, if data is lacking or of low quality, you may end 
up with a higher volume of vendor questions, which will prolong response times and require more time and 
effort on your part. Here is a basic outline of the data sets you must include in your RFP (depending on the 
scope of the project):
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Current:
• Benefits Administration Providers (including H&W, Defined Benefit,  
 Defined Contribution)
• HR/Benefits Structure
• Open Enrollment Timeframe
• Single Sign-on Integrations 

NOTE:  Include any changes that could take place before launch.

Total Number of:
• Active Participants
• Retirees 
• Deferred Vested Participants
• Non-Vested Terminated Employees 

NOTE:  Include the number of records you expect to be converted.

GENERAL DATA 

EMPLOYEE &  
PARTICIPANT DATA



       

Plan Documents & Total Number of:
• Benefit Groups
• Benefits Plans (i.e., medical, dental, life etc.)
• Qualified Pension Plans
• Non-Qualified Pension Plans

• Annual Call Volume
• Call Center Hours of Operation
• White-Glove Services (counseling, specialists, etc.)

BENEFIT PLANS DATA

CALL CENTER DATA

Listing of all files in-scope such as: 
• Payroll
• HRIS
• Carrier Eligibility Files
• Other Files (i.e., data warehouse, wellness, etc.)
• Pension Payroll Files
• Actuarial Valuation Files

CARRIER & DATA 
INTERFACES

Number of Enrolled/Eligible Per Month/Annual Volume For:
• COBRA
• Direct Billing
• Flexible Spending Accounts
• Commuter Accounts 
• Health Savings Accounts
• Health Reimbursement Accounts
• QDRO and QMCSO

ACCOUNT DATA
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Don’t settle for more value — strive for maximum value. 
Following the advice above will help you get more value out of your RFP, but only if your organization keeps 
an open mind and a willingness to change. After all, why settle for more value when you can strive for 
maximum value? 

In addition to embracing change, the best way to get the most out of your RFP investment is to target top-
tier benefits administration providers that can offer scalable, comprehensive, world-class solutions. 

A world-class benefits administration provider keeps a steady pulse on industry trends, new and emerging 
technology, compliance regulations, and more to ensure that the organizations they serve reflect the 
latest standards and best practices. Furthermore, they provide highly configurable services and solutions 
that enable organizations to “build” a support framework over time as operational needs change. In other 
words, the best investment is one that grows with you over time. 

Curious about what makes  
a benefits partner world-class?  

Let’s compare.
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GET THE GUIDE

How Does Your Partner Stack Up 
to Best-In-Class Benefits Administrators?

As employers work to revive employee populations post-pandemic, experts predict that the 
heightened concern for public health and financial wellbeing will put benefits administration 
at the top of every organization’s priority list. Since April 2020, almost 20% of companies 
have started paying health premiums to maintain sufficient staffing while roughly another 10% 
contemplate following suit. Meanwhile, 15% of organizations have already begun beefing up their 
employee benefits experience with new EAP offerings. Fortune

Looking to the future, survival may very well depend on how your employee benefits administration stacks up against competitors. Is your 

service provider best-in-class or best left behind?

Let’s take a closer look at the hallmarks of a best-in-class benefits administration provider to find out if the fate of your company rests in 

reliable hands. 

Hallmarks of a Best-In-Class Benefits Admin Partner:

Full Breadth, Alignment & Scalability of Services & Solutions
(Check all that apply)

My employee benefits administrator:

o Integrates administrative, retirement, health and productivity, EAP, and wellness solutions.

o Considers our current and potential health and business needs when outfitting services and solutions.

o Is flexible enough to adapt services and solutions to our unique provisions and processes.

o Implements software and digital tools that support all benefits management, eligibility, billing and enrollment processes.

Your business can quickly outgrow vendors with limited services and solutions. When it does, HR processes can become convolute rather 

than streamlined, which will undoubtedly disrupt the employee experience. Best-in-class benefits administrators are a one-stop-shop for 

benefits services that offer the selection and scalability organizations need to ensure support throughout all growth and transition stages.

https://us.morneaushepell.com/resources/anatomy-world-class-multiple-employer-benefits-admin-solution
https://us.morneaushepell.com/how-does-your-partner-stack-best-class-benefits-administrators
https://us.morneaushepell.com/how-does-your-partner-stack-best-class-benefits-administrators

