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Section 1.3 Adopt – Select

Request for Proposal
Use this request for proposal (RFP) template to structure your request for vendors to send you proposals on the specific health information technology (HIT) you are interested in acquiring.
Instructions for Use

1. Review the template to see if it contains information you wish to seek from the vendors—adding, changing, and deleting as necessary. Retain or modify any italicized examples. 

2. Delete italicized notes that are intended as instructions only. 

3. Complete the Cover Page and Section A prior to sending to vendors.

4. Refer to other tools in the toolkit’s Adopt-Select section for selecting a vendor (1.3 RFP Analysis, 1.3 Key Differentiators, 1.3 Due Diligence).
	Date:

	Re: Request for Proposal for (insert description of product, e.g., Laboratory Information System, Hospital EHR Modules, Ambulatory Care EHR)

	Due Date for Response: Provide vendors 4 to 6 six weeks to complete.

	To: Obtain name of regional sales manager and address in your area.

	From: (insert the name of the individual in your organization who will be responsible for all communications with vendors)

	Additional Instructions for Responding to this RFP:

Include directions concerning limitations on contacting organization, number of copies of responses to be supplied via paper and/or preference for electronic submission, availability of bidders’ conference, or instructions on requesting additional information, etc.

	Table of Contents: 

A. Background and Information

B. Request for Information:

1. Vendor Information

2. Product History

3. References

4. How Product Meets Functional Requirements

5. How Product Meets Performance Requirements

6. Product Technical Requirements

7. Security and Reliability

8. Interoperability

9. Reporting

10. Training, Usability, and Supportability 

11. Implementation Plan

12. Documentation

13. Contract/Service Considerations

C. Price Proposal (supply as a separate, sealed document)



A. 
Background and Information 
1.
Primary Contact

· Name: Enter name and contact information for hospital
· Title: 
· Address: 
· Phone number: 
· Email address:

2.
Overview of Organization – Provide information about the organization so the vendor may target the appropriate product(s) and prepare an accurate price quote:
Geographical area served:
Number of providers (by Type and Specialty)

Number of administrative staff:

Number of locations:

Number of admissions/visits per year:

Number of new patients per year:

Total number of active patients:
Special characteristics of organization (e.g., critical access hospital, federally qualified health center): 
3. 
Overview of Current IT Environment

· Number of IT staff:

· Extent networked:

· Internet Service Provider:

· Web site URL:

4. Current Application Profile
	Major Applications Impacted by this RFP
	Vendor/Version
	Under Consideration for Replacement (Yes/No)
	Interface Required (Yes/No)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Note: Responses to this RFP will be appended to any contract we may enter into with you.

B.
Request for Information The remainder of this document is to be completed by the vendor. Review this to ensure you ask the questions you need to have asked to make your selection.

1. 
Vendor Information

1. Vendor primary contact

· Name: 
· Title: 
· Office/location address: 
· Phone number: 
· Email address: 
· Organization Internet home page:  
2. Identify the location of the following:

· Corporate headquarters: 



 

· Field support offices: 
 
· Programming/technical support personnel:
 

3. List the number of employees (full time equivalents) in your organization by category:

	Category
	# Employees

	Total employees
	 

	Executives and managers
	 

	Marketing/sales
	 

	Installation
	 

	Research and development
	 

	Application support
	 

	Technical support
	 

	Customer service
	 

	Other
	 

	Those with clinical background:
	

	· Nurses
	 

	· Other clinicians
	 


4. Has your company acquired or merged with any other organizations in the past five years? If so, list each organization and the purpose behind such activity. 
5. Provide your most recently completed fiscal year’s financial statements and annual report.
6. How long has your company been in the business of developing and marketing your products? How long has your company developed and marketed the type of products this RFP is seeking? 
7. What percent of revenue did your company expend for research and development on your proposed products during the last five fiscal years? How much is budgeted for the current fiscal year and for the next fiscal year? 
8. Describe your alliances and partnerships.

2. Product History
9. Describe the major version history for the product being sought through this RFP, including whether the product was internally developed or acquired from another source, the release proposed for this organization, and any other planned new releases:

	Version #
	Key Distinguishing Features/Functionality (Internal Development/ Acquisition)
	Month/Year Introduced or Planned
	Currently Supported?
	Number of Similar Sites Installed
	Largest/ Smallest Install 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


10. How are enhancement and new release priorities determined? How are clients supported during these releases? How much system downtime is required during these upgrades? 
11. What is the total number of client installations that use your proposed system? How many installations did you install in organizations similar to ours that are using your proposed system during the last fiscal year?
3. References

12. Provide references for at least three organizations similar to ours in organizational type, size, and IT environment. Provide names and contact information for individuals who have sufficient experience to speak knowledgeably concerning such issues as the implementation process, functionality, vendor support, documentation, and training.
13. Describe any regularly held seminars or user group meetings available to users of your product. Supply an invitation for the next such meeting. 

Using the 1.3 Requirements Analysis tool, list the functional requirements you expect in this product. Even though the product may be CCHIT certified, include all desired functionality. CCHIT criteria may include some, though not necessarily all, of your desired functionality. Understand how this vendor’s product performs the specified functions. The content of this section provides an example for an ambulatory EHR.
4. How Product Meets Functionality Requirements
14. Indicate how your proposed system makes available the following features and functions. Information supplied here will serve as a contractual obligation in any contract we enter into for this product. Describe availability as:
1 = Not available, no current plans to develop

2 = Not available, but will develop for additional fee
3 = Planned for future release (specify date)

4 = Installed in one or more sites, but not available for general release until (specify date)

5 = Installed in one or more sites, but not included in this proposal

6 = Installed in one or more sites

	Functions
	Availability
(1-6)
	Describe How Product Performs this Function

	1. Patient data capture functions
	
	

	a. Capture and record patient medical history
	
	

	b. Capture and record patient medication history
	
	

	c. Receive and review diagnostic studies results 
	
	

	d. Record clinical documentation
	
	

	e. Record temporary notes to self or others
	
	

	f. Capture key health data for minimum datasets
	
	

	g. Capture external clinical documents
	
	

	h. Capture images from PACS and other medical devices
	
	

	i. Capture patient-originated data
	
	

	j. Capture and display advance directives
	
	

	2. Patient data management functions
	
	

	a. Manage problem list
	
	

	b. Manage medication list
	
	

	c. Manage allergy and adverse reaction list
	
	

	d. Manage patient-specific care plans, guidelines, and protocols
	
	

	e. Capture variances from standard care plans, guidelines, and protocols
	
	

	f. Trend data from multiple sources (e.g., labs, medication impact on laboratory results)
	
	

	3. Prescription/ordering functions
	
	

	a. Manage medication formularies
	
	

	b. Write prescriptions
	
	

	c. Approval refills/renewals
	
	

	d. Receive refill notifications
	
	

	e. Drug, food, allergy, lab interaction checking
	
	

	f. Drug-condition/indications checking
	
	

	g. Patient-specific dosing and warnings
	
	

	h. Order diagnostic tests
	
	

	i. Order referrals
	
	

	4. Clinical decision support functions
	
	

	a. Receive results notification
	
	

	b. Receive support from standard assessments
	
	

	c. Receive support from patient context-enabled assessments
	
	

	d. Receive information on most cost-effective services, referrals, devices, etc. to recommend to patient
	
	

	e. Support clinical trial recruitment 
	
	

	f. Support health maintenance, preventive care, and wellness
	
	

	g. Support automated surveillance for ADE, disease outbreaks, bioterrorism
	
	

	h. Support chronic disease management
	
	

	i. Support drug/device recall
	
	

	j. Manage rules presentation: passive, context-sensitive, mandatory, reference
	
	

	5. Patient support functions
	
	

	a. Provide patient-specific instructions
	
	

	b. Generate patient reminders
	
	

	c. Provide patient-friendly summary
	
	

	d. Provide access to patient education materials
	
	

	e. Support home monitoring/ tracking capability
	
	

	6. Clinical workflow functions
	
	

	a. Schedule and manage clinical tasks (work queues, personnel, rooms, equipment)
	
	

	b. Provide personalized in-basket/ dashboard support
	
	

	c. Automatically generate administrative data from clinical record
	
	

	d. Enable printout of documents when necessary
	
	

	e. Enable de-identification of protected health information when necessary
	
	

	f. Enable specialized views of data
	
	

	g. Support multimedia: images, waveforms, scanned documents, pictures, sounds
	
	

	7. Administrative and reimbursement functions
	
	

	a. Automatically generate administrative and financial data from clinical record
	
	

	b. Provide rules-driven financial and administrative coding assistance
	
	

	c. Manage external accountability reporting/outcomes measures 
	
	

	d. Contract management
	
	

	8. Electronic communication and connectivity functions
	
	

	a. Enable transfer of data to notifiable registries (including CMS, state data reportable diseases, immunizations)
	
	

	b. Provide a current directory of provider information
	
	

	c. Manage provider identifiers
	
	

	d. Manage (external) trading partners: retail pharmacy, insurer, lab, radiology
	
	

	e. Provide secure Web messaging
	
	

	f. Support remote access 
	
	

	g. Provide secure authentication
	
	

	h. Provide access management and audit trail services
	
	

	i. Enforce patient privacy and confidentiality
	
	

	j. Ensure integrity, data retention, and availability
	
	

	k. Manage system versioning (change control)
	
	

	l. Support interoperability through compliance with data interchange standards and agreements
	
	

	m.Support data comparability through use of controlled vocabularies
	
	

	9. Other functions

	a.
	
	

	b.
	
	

	c.
	
	


5. How Product Meets Performance Requirements

15. Describe how your product performs functionality in response to the questions within this scenario: 

Using one or more of the use cases you developed in the 1.3 Requirements Analysis tool, provide a scenario to determine how the vendor’s functions support your goals and benefits expectations. 
16. What metrics do you use to define “optimal system performance” (provide specific examples: e.g., time required to load a medication history, time required to retrieve results of a medication search, time required to convert lab results to a graph)?”
17. If you offer your EHR product as an application service provider (ASP) or software as a service (SaaS):
· What requirements must be present in our environment for optimal use?

· Describe levels of service offered and your compliance rate:
6. Technical Requirements

18. Provide a systems environment specification that outlines technical requirements for optimal system performance.

	Technology
	Specification for Optimal Performance

	Server Requirements
	

	
Makes/models recommended
	

	
Operating system (version)
	

	
CPU type & speed (GHz)
	

	
RAM size (GB)
	

	
Hard disk size, type & configuration
	

	
Storage type & capacity
	

	Client Requirements
	

	
Makes/models recommended
	

	
Operating system
	

	 
CPU type & speed
	

	
RAM size
	

	
Hard disk size
	

	
External drives
	

	
Monitor
	

	
Port requirements
	

	
Navigational devices 
	

	
Peripherals (e.g., wireless card, speech recognition microphone)
	

	Other Peripherals
	

	
Printers
	

	
Document scanners
	

	
Card scanners
	

	
Storage devices/media
	

	Communications
	

	
Network requirements 
	

	
Wireless requirements
	

	
Other:
	

	General Purpose Licenses: operating system, other (specify)
	

	Delivery methods: client/server, Citrix, ASP client, SaaS (on demand), LAN, WAN
	

	Database management system
	

	Report writers
	

	Storage management system
	

	Other:
	


19. Provide a recommended hardware configuration. The configuration should include adequate requirements for production, testing, and training environment databases. 
20. Provide a copy of your Quality Assurance Guidelines for testing new software releases.
7. Security and Reliability
21. Describe the system backup process. Can backup be completed in a dynamic mode so that the system can be operational 24 hours per day? What backup schedule do you recommend? Describe the automated backup features that allow rapid and unattended system and data backup operations on a user-scheduled basis.
22. Can the system be configured to support improved fault tolerance and system recovery (e.g., mirrored disk drives/servers)?
23. Discuss data archiving and restoring from archive within all applications of the software. What are the capabilities in restoring from archive? What tools/media are used for archiving data?
24. Discuss your approach to data/information security, especially with regard to Internet technologies. Is it consistent with the latest industry approaches for encryption and authentication and does it support HIPAA compliance?
25. Describe how secure remote access is provided.
8. Interoperability
26. How does your proposed solution interface/integrate with our existing applications? How many customer sites are using such interfaces/integration in production? Explain your proposed solution with respect to our current application profile.
27. Compare your overall approach to developing, testing, implementing, and upgrading system interfaces to other third party systems. Describe the process you use to settle disputes over interfaces.
28. With which versions of HL7 is your product compliant? 
29. If we are interested in interfacing with various PACS vendors, imaging centers, or radiology reference centers, with which versions of DICOM is your product compliant? 
30. With which versions of NCPDP is your e-prescribing module compliant?
9. Reporting

31. Does your system have an ad-hoc report writer utility with access to all databases and data elements (including user defined fields)?
· If so, is this a third-party package? 

· Is the same report writer used for all applications? If not, indicate the differences.

· Are all data elements available for report writing?
32. Describe your reporting capabilities. How much technical knowledge is required for a general user responsible for analytical reporting?
33. Can your clients do ad hoc reporting without vendor assistance? Can non-IT users utilize the ad hoc reporting tool? What type of special training is needed for your report writer tool?
34. Does your product permit the generation of an acceptable representation of the legal health record?
10. Training, Usability, and Supportability

35. Describe the types of training offered, end-user, systems administrator, installer, etc. How often is training offered (as needed or on a set calendar schedule)? Describe the duration of each class, the location of training, associated costs, and the recommended number and type of people that should attend training.
36. Who provides the proposed product training? 
37. Describe the training approach for user personnel. Describe if training is classroom style with an instructor, one-on-one, computer-based training, self-study, etc. Does this vary by user type?
38. What tools enable a new user to learn basic operations of the system without classroom training? What tools enable an established user to explore more sophisticated functionality or perform functions infrequently performed? 
39. What tools are available for users to create favorite lists, modify data entry templates, change or turn on/off clinical decision support rules, and generate ad hoc reports?
40. What tools are available for support staff to modify data entry templates, change or turn on/off clinical decision support rules, and generate ad hoc reports?
11. Implementation Plan
41. Provide an overview of your implementation methodology and a sample project plan consistent with the size and type of our organization and modules in which we are interested.
42. Does your implementation support include workflow and process improvement assistance? If so, how is this performed?
43. With your proposed solution are you able to implement components or modules of the application over time? Conversely can you implement the entire solution at once? What do you typically recommend? 
44. After contract signing, in what timeframe can your organization begin the project and start the implementation?
45. Describe the testing database available in your systems. Can new software be loaded and tested in the testing database before it is loaded into the live production system?
46. Describe the nature of tests performed as part of your implementation program.
47. What is the typical implementation timeframe for the proposed products to go live?
48. What is the typical timeframe in which at least 75 percent of users are fully functional?
49. Do you offer a chart conversion/data pre-load strategy?
12. Documentation
50. Describe the documentation (both system and training) provided as part of the standard installation approach, including:
· Manager and user reference manuals (applications)

· User operator/system administrator manuals

· Hardware/OS manuals

· Training manuals (initial and ongoing user self-training)
51. What documentation is provided with the system? Is the documentation available in hardcopy, on CD, and/or online? (Be prepared to provide a copy of the documentation prior to contract signing if referenced in your contract.)
52. How often is your documentation updated? How often are updates made available to the user? How is documentation updated (memo, revised manuals, online, CD, etc.)? 
13. Contract/Service Agreement Considerations
53. Provide a copy of your standard contract for licensing software, acquiring hardware, and providing ongoing maintenance/support.
54. Explain at what point the maintenance contract/service level agreement begins and the software warranty or installation/acceptance period ends.
55. Do proposed acquisition and/or ongoing maintenance/support costs include:

· Future enhancements to acquired/licensed application modules?

· Operating system and related environmental software?

· Interface maintenance?

· Architectural changes such as migration to emerging technologies and new methods of systems deployment?

· If not, describe the conditions and terms under which enhancements/new releases are made available to existing customers.
56. What are your normal support hours (specify time zone)? Where is support staff located?

57. Which of the following support features are available?

· Toll-free hotline




· Remote monitoring




· Remote diagnostics




· Training tutorials




· Web-based support tracking
58. Do you offer 24/7 software and hardware support? 
59. What is the response time for problems reported: 

· During regular business hours (and what are your regular business hours?)

· During off-hours
60. Describe your problem reporting software and tools. Are they available via the Internet? Can a list of outstanding problems and enhancements by clients be viewed online and downloaded? 
61. List the top five support questions you receive from your clients.
62. Describe your support process for evaluating and fixing bugs or problems in your software. How would you coordinate problem analysis and resolution with other third party products?
63. Provide a guideline for the type of internal support that will be required, for the number of information systems personnel, by classification, and also non-information systems personnel (i.e., department-based). Describe their roles and responsibilities.
64. What is the range and average for system downtime (scheduled and unscheduled) for your clients’ systems?

C. Price Proposal (supply as a separate, sealed document)
Provide—in a separate sealed envelope—a pricing proposal for the software, implementation, interfaces, and hardware as described in our profile. In the pricing proposal, specify how your products are priced.
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For support using the toolkit

Stratis Health ( Health Information Technology Services

952-854-3306 ( info@stratishealth.org
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