LAW FIRM REQUEST FOR PROPOSAL (RFP) GUIDELINES
Introduction

To maintain the integrity of its law firm selection and retention process, [COMPANY NAME] adheres to the following request for proposal (RFP) policy.
Circumstances Where An RFP May Be Appropriate

· The Company is faced with a new or unique legal issue.

· The Company is faced with a legal issue that may have an unusually large spend or cost.

· The Company does not have a current relationship with legal counsel that has the expertise or skills to handle a particular issue or believes that current legal counsel should reduce fees for this particular project.
· Every three years for all law firms with more than $10,000 in annual fees. 

RFP Process

· RFPs are overseen by a Selection Review Team (SRT) consisting of [IDENITFY TEAM, e.g., reps from HR, Legal, Procurement, etc.].
· The SRT will coordinate the RFP and communicate with each competing firm regarding the steps in the process.

· Participating law firms may be required to submit budget estimates, provide references and/or visit the Company’s headquarters for an interview.
