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companies. What makes this process both ideal and challenging is that 
there is no one way to create an RFP. A simple google search for “Fleet 
Management RPF” will show you a slew of RFPs of all shapes and sizes, 
across different industries. The benefit of this format is you get to tailor 
the request to your needs while offering a transparent and standardized 
process for potential vendors. The challenge is creating a framework that 
hits on the correct level of detail so you get the necessary information 
from fleet providers to make an educated decision.

Get Clear on Your Goals First..........................................................3

The Key Ingredients of an Effective RFP......................................4

How to Evaluate Electric Vehicle Expertise.................................8

Determining What to Ask...............................................................9

Using a Template to Put it All Together.....................................11

Preparing for Responses................................................................12

Conclusion........................................................................................13

2



3

Get Clear on Your Goals 
First

The key to a productive RFP is clarity. The clearer you can 
be about your goals and what specifically you need and 
expect from a fleet provider, the more accurate the proposal 
information you will receive, and the better sense you get of 
how a provider will fit with your company.

Before you start to lay out your RFP, it may be useful for you 
to take some time yourself or with your team to lay out the 
specific challenges you are looking to solve and to clearly 
spell out your goals. It is often worthwhile to engage internal 
stakeholders in this process so you have the most accurate 
picture of your organization’s fleet needs. This also gives the 
opportunity to build buy-in early in the search process so 
expectations and selection criteria are clear for everyone.

If any existing agreement(s) have service level agreements 
(SLAs) in them, make sure the RFP requires one from all 
respondents. If none exists, get one with all responses. An 
SLA is a very useful tool for both the supplier and customer 
in setting service requirements, tracking mechanisms, and 
establishing consequences for performance below set 
standards.
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The Key Ingredients of an 
Effective RFP

While there is no one way to write an RFP, there are critical 
pieces that should be included to make it as effective as 
possible. Make sure you don’t overlook these core pieces of 
information. You want prospective vendors to be able to get 
a sense of what it would be like to work with your company, 
both during the RFP process and if they were to win your 
business.

Take the opportunity to describe your company, its 
fleet, and its use case. By providing a snapshot of your 
organization, the type of vehicles it uses, and how 
vehicles are used, you give providers the chance to 
familiarize themselves with how you operate and better 
determine whether or not they are a fit for you. Consider 
being as specific as providing a list of the number of each 
type of vehicle in your fleet. This level of detail helps 
fleet companies provide a more tailored response, and it 
provides important context when they price services. 

Essentially, the clearer the picture you give, the more 
accurate providers can be in their proposal. Factors such 
as short-term or seasonal needs, whether or not you 
utilize vans or trucks with upfitting, and the regions where 
your fleet operates all impact  what a fleet provider may 
or may not be able to offer you.

Describe Your Company and Your Fleet
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Make sure to include any constraints your fleet provider should 
be aware of. This ultimately saves providers from proposing  
options that aren’t feasible and you from wading through 
proposals that do not offer workable solutions.

Double check that your basic information about how 
to submit and who to contact is accurate and detailed 
enough. Are proposals supposed to be e-mailed or 
mailed? Do you require multiple copies? Make sure there 
is a contact person listed for questions, and if there is a 
defined Q&A opportunity or timeframe make sure it is 
clearly stated.

Describe Your Challenge

Don’t Overlook the Essentials

DOT Restrictions
Safety Concerns
Product/Transport Essentials
Finance or Lease Concerns
Mandates

Challenges to Consider
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Clearly outline each stage of your RFP process. This should 
include the review period for proposals, when companies 
should expect to be contacted about next steps, what those 
next steps are (For example, is there a phone screen stage, or 
will you be having in-person meetings right away?) and any 
associated
review periods with them, and when you expect to make 
your final decision. Remember that it’s always courteous to 
notify vendors who have not been selected at each stage.

It is ultimately up to you what level of detail you want to 
share about how proposals will be evaluated, but it can 
be helpful to share whether there is a scoring process or if 
certain aspects of the proposal itself will be weighed more 
heavily than others. Remember, being transparent can 
help vendors deliver more relevant information to facilitate 
a better decision.

Share Your Timeline

Consider Sharing Evaluation Criteria
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An RFP process is a great way to determine what fleet 
providers might be able to offer in value-added services to 
your operation, especially if you are considering changing 
providers. However, it’s important to clarify in the proposal 
what your key needs are and what is essentially a “wish 
list.” This will enable vendors to give you a realistic proposal 
(and know what key services they are being evaluated for 
most carefully) while also providing insight about areas 
you’d eventually like to address.

When you sit down to evaluate and compare fleet 
providers, it’s important that you compare apples to 
apples as much as possible. This is where including a 
pricing template can be essential. In a pricing template 
you can state how you want costs broken down, such as 
dollars per incident or percent markup, so you get accurate 
and comparable estimates. It is also helpful and fair to 
request that any vehicle and lease rate pricing be based 
on a set date, as this pricing tends to fluctuate over time. 
Having a date as a reference point helps ensure you are 
making accurate comparisons.

“Must-Haves” vs. “Nice-to-Haves”

Include a Pricing Template
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How to Evaluate Electric 
Vehicle Expertise

The move to electric vehicles is well underway in North 
America, with both government and consumer markets 
leading the way. However, fleets are beginning to transition 
EVs in a big way, and it’s vital to identify whether the 
vendor has both access to a quality selection of EVs, and 
the requisite expertise to support successful EV adoption, 
implementation, and ongoing operations. 

The main value proposition for your prospective 
vendor(s) should be as follows:

Does the vendor have a team of professional EV consultants to guide the organization 
through the EV adoption journey? Do they consider themselves “experts?”

Do they have a large network of partners, OEMs, and charging solutions to ensure 
organizational success with EVs? 

Can they (through their expertise and support) accelerate the organization’s push to 
sustainability and help define and meet ESG (environment and social governance) goals.

How can the vendor, through EV adoption, help the organization reduce overall 
fleet total cost of ownership (TCO)?

How many EVs does the vendor have access to? How “electric” is the vendor?
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Determining What to Ask

Just like you need to be clear on your goals, you need to be 
clear on your selection criteria. When you’re clear on your 
criteria, it makes it easier to select the most useful questions 
to include on your RFP. For example, if availability of a 
dedicated consultant to examine data and help evaluate fleet 
efficiency is critical, it makes sense to add more questions 
about consulting experience, reporting, and client service, 
and to have those questions take precedence over insurance 
and fuel card questions.

It’s also important to include a variety of questions that 
touch on the qualitative side of fleet management as 
well as the quantitative. You want to get a clear sense of 
how a company will work with yours, so things like client 
service structure and how they handle client questions 
or complaints is just as important to evaluate as pricing, 
financials, and years of experience.
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Determining What to Ask

Here are some key categories and topics to consider as you 
build out your RFP. It is important to think about the most 
important things you want to learn as you put together 
questions for each category. What is important to you and 
what specific needs do you have around the following?

After you’ve determined what to ask, look at the 
questions  holistically and eliminate questions that 
may be phrased differently but are seeking the same 
information as other questions. This will help streamline 
the RFP. It is best to avoid having several questions that 
are ultimately asking the same thing, which can make 
your RFP long and result in repetitive answers that do 
not add useful information.

Leasing & Funding
Billing
Purchasing & Acquisition
License & Title
Fuel Management
Maintenance Management
Outsourcing

EV Capabilities
Telematics
Disposition & Remarketing
Consulting Services
Technology & Reporting Capabilities
Account Management & Onboarding
Accident Management & Safety Programs
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Using a Template to Put it
All Together

Using a template can make the process of gathering 
questions and laying out an RFP in a logical order easier. 
Included with this eGuide is an example RFP template and 
a sample pricing template to show how all of the pieces of 
an RFP can be connected together and laid out. You can use 
this as a starting point for a draft, and then tailor as needed. 
Remember that ultimately, the best format is the one that 
will get your business the information it needs to make an 
evidence-based decision. Any template should be considered 
just a starting point. Make sure to eliminate sections or 
questions that do not apply to your business goals and adjust 
template language as needed to suit your organization’s 
standards. It may even make sense to use pieces from a 
couple of different templates and put them together.

Click the below links to automatically download a 
suggested RFP questions template and an RFP pricing 
template.

Download RFP Questions Template Download RFP Pricing Template

https://www2.merchantsfleet.com/l/126991/2019-07-11/3scdlq/126991/130699/MerchWeb_SampleRFP.docx
https://www2.merchantsfleet.com/l/126991/2019-07-11/3scdln/126991/130697/MerchWeb_RFPPricing.xlsx
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Preparing for Responses

After you have put time and thought into your RFP, it’s 
equally important to consider your system for aggregating 
information from the responses and analyzing them. Will 
you use an online tool to organize and store responses, or 
will you manually compile them? How will you compare your 
options? Will you examine each RFP submission separately, 
or will you examine various responses question by question? 
Some of this will be guided by any scoring process you may 
have established.

The winner will draw up the documents and send them to 
the fleet manager, who then sends them to the corporate 
legal department, where they are “red lined” with the 
inevitable changes, sent back to the supplier, and so forth. If 
your legal team allows, once the company has red lined the 
contract, arrange a conference call with the supplier, where 
most all wording at issue can be hashed out.

Contract Negotiations are usually 
the most time consuming step in 
the entire RFP process.



Conclusion

It takes time and thought to put together an effective 
RFP, but the time invested in creating a detailed and 
effective document will pay off by giving you clearer 
information about what fleet providers can offer your 
organization. Changing or adding a fleet provider 
significantly impacts your business operations, so you 
want to make sure your process leads you to a partner 
that can provide the solutions you need with a high 
level of flexibility and personalized service. With a 
bit of strategic thinking, an RFP can guide you to an 
effective business partnership that could last for years 
to come.
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If you need a partner to help find opportunities, 
generate cash flow and realize efficiencies, 

contact Merchants Fleet at 866.653.2737 or 
email leasecontact@merchantsfleet.com.

If you would like to know how Merchants Fleet can 
help your organization review all of your options, 

contact Merchants Fleet at 866.653.2737
or email leasecontact@merchantsfleet.com.


