Request for Proposal Template
	Project Name:

	Prepared by:

	Date:

	I. Introductory and Background Information:



	II. Statement of Work and Description of Project:



	III. Project Objectives:



	IV. Schedule of Events: 

	For example:

	Event
	
Date

	1. RFP sent to Bidders
	

	2. Bidders' Conference
	

	3. Evaluation of Responses
	

	4. Award of Contract
	

	5. Commencement of Project
	

	6. Project Completion
	

	7. Final Review
	

	8. Client Acceptance and Closure
	

	9. 
	

	10. 
	

	

	V. Description of Required Response Format: 



	VI. Required Contractual Provisions:



	VII. Evaluation Criteria:

	Descriptions of criteria on which selection of vendor will be based, e.g.,

	A. Purchase price

	B. Understanding of client need

	C. Overall or life-cycle cost

	D. Technical capability

	E. Management capability

	F. Financial resources


