
20XX

RFP for AI Customer 
Engagement Chatbot

Here is where your presentation 
begins



Introduction and Background Scope of Work01 02

Vendor Qualifications Proposal Submission and Evaluation03 04

CONTENTS

Terms and Conditions05



01
Introduction and Background



To solicit proposals for an advanced AI chatbot solution.
To outline the project requirements and desired outcomes.
To ensure a fair evaluation process for selecting a vendor.

Purpose of the RFP
Deployment of an AI- driven chatbot to enhance customer 

support.
Integration with existing customer service platforms.

Implementing a solution tailored to handle high volumes of 
inquiries.

Strengthening customer relations and satisfaction.
Automating routine tasks to allow staff to focus on complex 

issues.
Providing 24/7 customer service and support.

Project Overview Strategic Importance of the Chatbot

Executive Summary



Company Mission and Values
Commitment to delivering high- quality products and 
services.
Prioritizing customer satisfaction and engagement.
Innovation and continuous improvement in all operations.

Current Customer Engagement Channels
Existing customer service hotlines and email support.
Presence on social media platforms for direct 
communication.
In- store customer support representatives.

Existing Technological Infrastructure
Comprehensive CRM system managing customer interactions.
Cloud- based storage solutions for scalable data management.
Integrated communication tools and platforms.

Company Background



Providing instant responses to customer inquiries.
Offering personalized interaction based on customer history.
Ensuring accessibility across multiple platforms.

Reducing response time for customer queries.
Automating repetitive tasks handled by human agents.
Streamlining the workflow within the customer service department.

Enhancing Customer Experience

Operational Efficiency Improvements

Ensuring the chatbot can handle an increasing number of users.
Customizing the chatbot to adapt to various customer needs.
Enabling seamless updates and improvements as technologies evolve.

Scalability and Flexibility

AI Chatbot Objectives



02
Scope of Work



01 02

03

Functional Requirements
Define the specific behaviors and functions the system must perform

Document user interactions and system capabilities
Identify user stories and use cases

Non-Functional Requirements
Establish performance benchmarks 
(speed, scalability, and reliability)
Specify usability and accessibility 
standards
Define security protocols and 
compliance measures

Integration with Existing Systems
Analyze compatibility requirements with 

current systems
Outline data migration and 
synchronization procedures

Identify third- party software 
dependencies

Requirements Specification



Technical 
Documentation

Provide System Architecture and 
Design Documentation
Include API documentation and 
interface specifications
Offer detailed installation and 
configuration guides

User Training 
Materials

Create user manuals and step- 
by- step guides
Develop interactive training 
modules and webinars
Prepare FAQ and troubleshooting 
documents

Maintenance and 
Support Plans

Define regular maintenance 
schedules and protocols
Outline support ticketing and 
issue resolution processes
Establish service level 
agreements (SLAs) for support

Deliverables



01
Set project kickoff and initial planning dates
Mark critical design, development, and testing phases
Identify project completion and handover deadlines

02
Break down the project into specific phases (e.g., Planning, Development, Testing)
Assign timelines to each project phase
Detail tasks and subtasks within each phase

Key Milestones Project Phases and Schedules

List deadlines for each key deliverable
Align deliverable deadlines with project milestones
Provide buffer periods for unexpected delays and review processes

Deliverable Deadlines

03

Project Timeline
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Vendor Qualifications



Company Overview
History and founding year
Key milestones and achievements
Structural organization and leadership
Mission and vision statements

Experience in AI and Machine Learning
Number of years working in AI/ML
Types of AI/ML projects completed
Industries served with AI/ML solutions
Published research and white papers

Financial Stability
Annual revenue and profit margins
Financial growth trends over the past 5 years
Credit ratings from recognized agencies
Investment from notable entities or venture capital

Company Information



02 03

Overview of implemented chatbot 
functionalities

Success stories or major achievements
Clientele that utilized chatbot projects

Post- deployment support and updates

Previous AI Chatbot 
Projects

Key team members and their 
qualifications

Areas of specialization within AI/ML
Certification and accreditations held

Team’s ongoing training and skill 
development

Technical Team Skills and 
Expertise

Detailed descriptions of key projects
Client testimonials and feedback

Measured outcomes and ROI
Visual data showcasing success 

metrics

Case Studies and 
References

01

Technical Expertise



Adherence to Industry Standards Data Privacy and Security Policies
Compliance with ISO standards

Following industry- specific regulations
Participation in standard- setting bodies

Regular audits and assessments

Ethical AI Practices
Transparent AI decision- making processes

Bias detection and mitigation strategies
Commitment to fairness and equity

Ethical guidelines for AI research and development

GDPR and CCPA compliance
Encryption and anonymization practices
Data breach response strategies
User consent and data handling protocols

Compliance and Standards



04
Proposal Submission and 
Evaluation



Proposal Format
Detailed guidelines for formatting proposals
Required sections and sub- sections
Expected length and document structure

Submission Deadlines
Final date and time for submission
Penalties for late submissions
Importance of adhering to the deadlines

Contact Information for Queries
Primary contact person
Contact methods (phone, email, etc.)
Response time expectations

Submission Instructions



Assessment of technical expertise 
and experience

Evaluation of proposed solution 
effectiveness

Compliance with technical 
requirements and standards

Technical Evaluation
Budget and cost- effectiveness 

analysis
Clarity and detail in financial 

proposals
Cost- benefit assessment

Financial Evaluation
Presentation skills and approach

Content delivered in the 
presentation

Relevance of answers to interview 
questions

Vendor Presentation and Interview

Evaluation Criteria



Key dates for each evaluation 
phase
Timeline for review of proposals
Expected date of final decision

Evaluation Process Timeline
Method of communication for the 
selected vendor
Information provided in the 
notification
Steps to confirm acceptance of the 
offer

Notification of Selected Vendor
Timeline for contract negotiations
Main terms and conditions to be 
discussed
Formal contract award and signing 
process

Contract Negotiation and Award

Decision and Announcement



05
Terms and Conditions



01 Definition and scope of 
confidentiality obligations
Duration of confidentiality post- 
contract
Consequences of breaching 
confidentiality

Confidentiality Agreements

03 Extent of liability for each party
Indemnification clauses in case of 
damages or losses
Exclusions and limitations of 
liability

Liability and Indemnity

02 Ownership of intellectual property 
created during the contract
Usage rights and limitations
Procedure for addressing 
intellectual property disputes

Intellectual Property Rights

Legal and Contractual Obligations



Departmental payment deadlines
Milestone- based payment terms
Accepted payment methods and currencies

Payment Schedule

Criteria for evaluating performance
Types of incentives offered
Payment timeline for incentives

Performance-based Incentives

Conditions under which penalties apply
Calculation of penalty fees
Procedure for dispute over penalty charges

Penalties for Delays

Payment Terms



Preconditions for unilateral 
termination
Notice period required for 
termination
Financial settlements upon 
termination

Termination for Convenience
Grounds for termination due to 
breach
Process to rectify the cause before 
termination
Legal consequences of wrongful 
termination

Termination for Cause
Steps for informal dispute 
resolution
Mediation and arbitration 
procedures
Jurisdiction and governing law 
for disputes

Dispute Resolution 
Mechanisms

Termination Clauses



Thanks

Edited by Dwaraga Kannan
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