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Service Provider Comparison and Ranking Scorecards
Use these tables to compare providers consistently. Agree the weighting before responses are reviewed, then score each provider against the same criteria.
Weighting guidance 
Set weightings before reviewing responses. Use a simple 1–5 weighting scale where 1 = low importance, 3 = important and 5 = critical. Score each provider separately using the same scale, then multiply weight by score to support a balanced comparison. 
	Process
	Suggested weighting focus
	Guidance

	RFI 
	Capability, fit, compliance status, capacity and engagement. 
	Use RFI weightings to decide who should be shortlisted, not who should be awarded the work. Avoid over-weighting cost at this stage unless budget fit is a firm constraint.

	RFP 
	Technical approach, quality/regulatory fit, timeline realism, risk management and commercial transparency. 
	Use RFP weightings to test delivery confidence. Cost should be considered, but not allowed to outweigh technical, quality or timeline risk unless that reflects the agreed project priorities.



If a criterion is a true must-have, treat failure against it as a stop/go issue rather than a low score. Weightings should reflect the project milestone, not a generic view of what matters.


RFI comparison and ranking scorecard 
	Criteria
	What to compare
	Weight
	Score
	Evidence/ notes

	Capability fit 
	Can the provider perform the required service, technology, dosage form or activity? 
	
	
	

	Relevant experience
	Has the provider worked on similar products, stages, scales or technical challenges?
	
	
	

	GMP, licence and compliance fit
	Does the provider appear to have the right quality status, licences and regulatory experience?
	
	
	

	Capacity and timing
	Is there likely capacity within the required timeframe? 
	
	
	

	Handling and facility fit
	Can the provider manage containment, safety, storage, cold chain or specialist handling needs?
	
	
	

	Strategic fit
	Does the provider type match the outsourcing strategy?
	
	
	

	Commercial fit
	Does the provider meet the commercial expectations in terms of:
	
	
	

	
	COGs
	
	
	

	
	Target cost per saleable unit
	
	
	

	
	Batch size
	
	
	

	
	Markets
	
	
	

	
	Annual forecast volumes
	
	
	

	
	Maximum cost-to-serve
	
	
	

	Quality of response
	Was the response clear, relevant, factual and specific rather than generic?
	
	
	

	Engagement and problem solving
	Did the provider ask useful questions, identify risks and explain how gaps would be managed?
	
	
	

	Decision
	Shortlist for RFP, hold for later, or remove from consideration. 
	
	
	














RFP comparison and ranking scorecard
	Criteria
	What to compare
	Weight
	Score
	Evidence/ notes

	Technical approach
	Is the proposed approach suitable, realistic and aligned to the project milestone?
	
	
	

	Scope and deliverables 
	Are the deliverables clear, complete and consistent with what was requested?
	
	
	

	Assumptions and exclusions
	Are assumptions, exclusions, dependencies and sponsor responsibilities clearly stated?
	
	
	

	Quality and regulatory fit
	Does the proposal meet GMP, documentation, release, licence and regulatory expectations?
	
	
	

	Analytical and technical depth
	Are analytical, formulation, process, stability, packaging and release needs properly addressed?
	
	
	

	Timeline realism
	Is the timeline credible, with clear dependencies, decision points and lead times?
	
	
	

	Resource and project management
	Is there a credible team, governance model, communication route and escalation process?
	
	
	

	Risk management
	Has the provider identified key technical, quality, supply chain, timeline and commercial risks?
	
	
	

	Commercial transparency
	Are pricing, payment assumptions, optional costs, change controls and exclusions clear?
	
	
	

	Capacity and continuity
	Can the provider support the work now and beyond (future scalability)?
	
	
	

	Communication and responsiveness
	Has the provider been clear, timely and constructive during clarification?
	
	
	

	Overall fit
	Does the provider balance technical fit, delivery confidence, quality, cost and working style?
	
	
	

	Total Delivered Cost
	Factoring in all potential costs, not solely manufacturing
	
	
	

	Decision
	Preferred provider, reserve provider, further clarification needed, or remove from consideration.
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