VENDOR ANALYSIS – (TOPIC)
BACKGROUND
· (any helpful information to set the context for the analysis)
VENDOR COMPARISON
	
	Vendor Names 
	
Vendor 1
	
Vendor 2
	
Vendor 3
	
Comment

	#
	Criteria
	
	
	
	

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	6
	
	
	
	
	

	7
	
	
	
	
	

	
	PROS


	
	
	
	

	
	CONS


	
	
	
	



DECISION
· (state choice)

RATIONALE FOR DECISION
· (reasons for choice, trade offs, extraordinary circumstances, etc)

VENDOR ANALYSIS INSTRUCTIONS
1. Identify vendors
· Ask NYC Charter School Center
· Ask other new and existing charter schools (and any other schools)
· Ask business contacts
2. Identify key decision making criteria
· Examples: Cost (by type of expense/service if appropriate), Experience with Charter Schools, Proximity, Size of company, Time in business, Quality of staff
· Identify other information helpful to have on hand (e.g. distinguishing features)
· Leave a space for your ‘gut feel’ and other intangibles
3. Document key aspects of your school that may influence vendor quote
· Examples: Number of staff, Mix of staff (married/ single), Location, Number of students, technology plan, past experiences in field
· Consider creating a standard document to give to vendors
4. Create Vendor Analysis Sheet
· Suggestions: Include ‘Comment’ field at far right; Use Headers and Footers
· If highly number sensitive, consider using Excel.
5. Create vendor questionnaire (including list of references and contact names)
6. Meet with each vendor 
· Document meeting immediately after meeting
7. Benchmark - Obtain quote information from other schools/organizations researching the same topic/ vendors
8. Call references
9. Draft first analysis
· Identify information gaps
· Ensure you have enough information to make a good decision (do you need additional criteria)
10. Negotiate
· Share results of analysis with top choice vendors
11. Draft second/final analysis
· Add Pros/Cons, Draft Decision, Rationale
12. Review analysis with senior team
13. Confirm/Document decision
14. Review choice and rationale with Board (as necessary)
15. Advise all vendors of choice
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