Request for Proposal: [Company & project name]

	
	
	Request for Proposal - Template
Created by: SF AppWorks



[image: ]


We’ve created this template to make it much easier for project managers to create powerful, complete, and compelling RFPs. It’s designed to be simple, easy to understand and configurable - include what you want, delete what you don’t.
[bookmark: _GoBack]
We strongly recommend using this template alongside our complete guide to creating an RFP eBook, you can find that here.

Any underlined text included in [brackets] is instructional. You can safely delete it as you complete each section. You’ll also want to delete this page before you finalize your RFP. We hope you find this useful.

If you have questions about RFPs or want to find out how we can help you, contact us here. We'd love to hear from you.


About SF AppWorks 
We’re a full-service digital development agency. We create powerful, beautiful digital products to help your business thrive. Our expert designers and developers work closely with you to find out exactly what you need and deliver outstanding results that will delight you.
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Prepared by [Project lead / RFP writer]

For [Project name & Ref]
At [Company Name]
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Date circulated: [date you are sending the proposal out]
Responses required by: [date providers need to have proposals back to you] 
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[bookmark: _Toc455167728][bookmark: _Toc453488068]2 ABOUT OUR BUSINESS

[bookmark: _Toc455167729]2.1 Introduction
[A brief introduction / exec summary of the RFP - Write this after you’ve filled out the rest of the content to draw out the five or six most important elements]

[bookmark: _Toc453488069][bookmark: _Toc455167730]2.2 Company information
[Your company’s name, address, and website]

[bookmark: _Toc453488070][bookmark: _Toc455167731]2.3 Contact details
[Your contact details. These could include your email address, direct line, Skype username, instant messaging info, Slack group, or however else you prefer to be contacted. You can also list them in order of preference. Be sure to include a clear point of contact and list who a provider should contact and for what purpose]

[bookmark: _Toc453488071][bookmark: _Toc455167732]2.4 What we do
[List the main products and services your business provides. If the project is directly supporting (or is going to become) one of these products or services, mention that here.]

[bookmark: _Toc453488072][bookmark: _Toc455167733]2.5 Our values and goals
[You can put whatever you think is appropriate here. The idea is to give a provider an overall idea of what you’d like the work to accomplish, in terms of tone and feel. It’s about how the outcome of the project should align with your business’s overall approach and values. 

Include information on where you’re currently positioned in your sector and industry and where you want to be positioned. Briefly explain how the project will help achieve that. Include any other specific goals you have and mention any major competitors, if that’s relevant.]

[bookmark: _Toc453488073][bookmark: _Toc455167734]2.6 Our customers
[Describe the typical customer who will be using the product or service that the project is going to deliver. Explain how you’d like them to interact with and use it. You’ll be building on this in “Functional requirements” later in the RFP, so it’s fine just to have a high-level view here.]

[bookmark: _Toc453488074][bookmark: _Toc455167735]2.7 Examples of other apps, websites, products, and services
[Provide links to other digital products to give your provider more context. Include what you do (or don’t) like about them and the key functions you’d like to emulate.]

[bookmark: _Toc453488075][bookmark: _Toc455167736]3 AN INTRODUCTION TO THE PROJECT
[bookmark: _Toc453488076]
[bookmark: _Toc455167737]3.1 Project name and description
[Give the name of your project and a reference / version / release number if it’s for a specific version of your project. Provide a high-level description of the project. This should be two to three paragraphs that explain what the project is, what its key functions are, and what you need it to do.]

[bookmark: _Toc453488077][bookmark: _Toc455167738]3.2 Project context and drivers
[Document the context of your project and the drivers behind it. For more information, please see our eBook.]

[bookmark: _Toc453488078][bookmark: _Toc455167739]3.3 High-level project outcomes and deliverables
[Include one or two paragraphs on what you expect the outcome of the project to be.]

[bookmark: _Toc453488079][bookmark: _Toc455167740]4 PROJECT - HIGH-LEVEL SCOPE

[bookmark: _Toc453488080][bookmark: _Toc455167741]4.1 Scope requirements - Quality
[Give an overview of your quality expectations in terms of how you’re going to work together, processes you’ll follow, and the quality you expect from the final deliverable.]

[bookmark: _Toc453488081][bookmark: _Toc455167742]4.2 Scope requirements - Speed
[Include the key milestones in the project plan and when you would expect them to be delivered.]

[bookmark: _Toc453488082][bookmark: _Toc455167743]4.3 Scope requirements - Price
[Your budget will help an agency decide if they can deliver what’s in your scope for the money you have to spend. Even if you don’t want to include a budget, be sure to include a budget template at the end of the RFP.]

[bookmark: _Toc453488083][bookmark: _Toc455167744]5 PROJECT - DETAILED REQUIREMENTS

[Once you’ve provided an overview of your project scope, it’s time to dive into the details. Your requirements, specifications, and outcomes are the most vital parts of your RFP. This is the section that your prospective providers will spend the most time on, and this is the information that will influence the proposal they send to you. You can find detailed instructions and helpful tips for filling in these areas in our eBook]


[bookmark: _Toc453488084][bookmark: _Toc455167745]6 PROJECT TEAM AND PROVIDER REQUIREMENTS

[Document the requirements you have as a project team. Write down exactly what the project team will contribute and what it expects from its potential provider.] 

[bookmark: _Toc453488085][bookmark: _Toc455167746]7 BUSINESS AND FUNCTIONAL REQUIREMENTS

[Some RFPs separate business and functional requirements, others combine them. Choose the approach that works for you. The functional requirements are one of the most important parts of your RFP. It’s worth spending some time on this area and reviewing it in detail with your business, your project team, and any business stakeholders to ensure you get it right.

Business requirements include - what the business needs, specifications, business inputs and outputs. 
Functional requirements include - what the deliverable is, who is going to use the deliverable and how, inputs to the deliverable, what the deliverable does, outputs from the deliverable, performance]


[bookmark: _Toc453488086][bookmark: _Toc455167747]8 TECHNICAL REQUIREMENTS

[Technical requirements are critical. Technical specifications need to be detailed enough that your potential provider can understand what they will need to do, but flexible enough to allow creative solutions. The types of technical requirements you’ll want to specify and document include -planning, definitions, architecture, platforms, integration, hardware, development, technical change, performance, testing, monitoring, safety, and support.]

[bookmark: _Toc453488087][bookmark: _Toc455167748]9 OTHER REQUIREMENTS
[bookmark: _Toc453488088]
[bookmark: _Toc455167749]9.1 Project timeline
[You’ve already defined your timeline under “Project and provider requirements.” If you have more detail you want to include, put it here.]

[bookmark: _Toc453488089][bookmark: _Toc455167750]9.2 How you want to receive proposals
[Finish your RFP by stating how you would like to get proposals back. State the timescales and deadlines for proposals, the particular areas you want more detail on, in what format you want to receive proposals, etc.]


[bookmark: _Toc453488090][bookmark: _Toc455167751]10 FINAL INFORMATION

[Include any further or final information here that would be useful to your providers]

[bookmark: _Toc453488091][bookmark: _Toc455167752]11 APPENDIX 1 - BUDGET TEMPLATE

[A budget template is a way to get your potential providers to supply you with their fees and costs in a consistent way. Include a budget template that asks your providers to break down their prices in detail.]



[bookmark: _Toc453488092][bookmark: _Toc455167753]12 APPENDIX 2 - SUPPORTING INFORMATION

[An RFP doesn’t just have to be text. If you have other supporting information, include it as part of this document or as a zipped file. This might include: your systems architecture and how the new product would fit in, google analytics or search console stats for websites, wireframes and prototypes of the product you want to develop, branding and design guidance, screenshots of other products you like or don’t like, together with urls, Gantt charts and project plans, audience analyses and customer personas.]




[bookmark: _Toc453488093][bookmark: _Toc455167754]13 APPENDIX 3 - EVALUATING PROPOSALS

[A provider needs to know how their proposal will be judged and compared to others. Each will have unique strengths, areas of expertise, and proven work. Set out your criteria for judging and evaluating proposals. Whichever criteria you use, make them clear. Agencies that can respond well to these criteria are good candidates for your final choice.]
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