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Sample Request for Proposal
For: [works/goods/services requested]
Prepared by: [name of your company]
RFP Number: [request for proposal number]
[date]


















Estimated Timeline [define the timeline]

	 Date 
	Activities 

	DD MM YYYY 
	Bid advertisement 

	DD MM YYYY 
	Deadline to submit questions or ask for clarifications 

	DD MM YYYY
	Responses to bidders’ clarifications’ questions released 

	DD MM YYYY 
	Offer submission deadline 

	DD MM YYYY 
	Contract award expected date 

	DD MM YYYY
	Project execution expected starting date

	DD MM YYYY
	Project completion expected date
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SECTION 1. INVITATION TO BID

[Brief invitation to potential bidders to submit their proposals]



EXAMPLE

Dear Mr./Ms.: 

[name of your company] hereby invites you to submit a proposal for the provision of [goods/works/services procured]

This RFP includes the following documents: [make a list according to your RFP’s’ sections]

Section 1 – This Letter of Invitation 
Section 2 – Terms of Reference 
Section 3 – Contract Terms and Conditions 
Section 4 – Proposal Guidelines
Section 5 – Sample Forms  


We look forward to receiving your proposal and thank you for your interest in our procurement opportunities.
	




Yours sincerely,
____________________
[Signature of authorized person]
[Name and title]
[Date]















SECTION 2. TERMS OF REFERNCE

	2.1 Company Information and Background

[In this section you need to provide a brief introduction of your company. You should include any information that may be relevant for potential bidders (e.g. structure of the company, mission, vision, internal organization, location, main projects, etc).]


	2.2 Purpose/Objective

[In this section you need to explain what your company intends to achieve – or the need/s you wants to cover - with the requested goods/works/services.]


	2.3 Scope of Work 

[In this section you describe in detail the goods/works/services you want to procure, and your needs and expectations. It is important that you give as much information as possible. You should list the specific characteristics of what you intend to procure in order to get accurate proposals from bidders.]


	2.4 Eligibility and Qualification Criteria

[In this section you should specify the eligibility and qualification requirements for potential bidders. In this section you should also specify the documents and additional information needed from potential suppliers to be submitted with the offer.]
 
EXAMPLE

In order to be considered for the project described in this RFP, [name of your company] requires that interested bidders must meet the following qualification requirements:

· Company experience: (e.g. have a minimum of 5 years of experience in similar assignments, demonstrate superb customer service quality, etc.)
· Staff Experience and Capabilities: (staff involved in the project should have a minimum of 10 years’ experience in the sector, with studies in Business Management).
· Financial status: (e.g. potential suppliers should have a minimum average annual turnover of 100.000usd) 
· Etc.

Bidders have to furnish documentary evidence of:

· Business registration certificate
· Tax clearance certificate
· List of references from the last 5 years
· CVs of the company’s managerial personnel and technical staff that will be involved in the project 
· Etc.


	2.5 Evaluation criteria

[In this section you need to detail the criteria you will use to evaluate the proposals you receive from potential suppliers.] 

EXAMPLE

The proposals received will be evaluated according to the following criteria:

	Criteria
	Points 

	Proposal presentation (adherence to proposal format) 
	5

	Understanding of the RFP and the scope of work 
For example: approach used, clarity, responsiveness to scope of work and ability to provide the requested goods/works/services  
	60

	Experience and qualification of the proposer, including assigned personnel to the project 
	10

	Cost/Price 
	25

	Total 
	100 




	2.6 Submission

[In this section you need to provide clear and specific instructions of how to submit proposals: delivery methods, number of copies requested, deadline for submission, etc.]

EXAMPLE

Proposals must be received by email at [email address] (or by post [postal address]) no later than DD MM YYYY at [00:00]. Any offers received after the deadline will not be considered. 


	2.7 Request for clarifications

[In this section you provide instructions on how to request clarifications and the deadline for those requests. You should indicate the contact person and any necessary details. Usually, questions are to be submitted in writing.  If this is the case, you should specify this here too. The list of all questions received, and your answers, should be distributed to all known potential bidders, without specifying who has asked what.]

EXAMPLE 

The deadline for asking clarifications/questions is [DD MM YYY at 00:00]. Request for clarifications and questions need to be sent by email to [name of the person and email address].















SECTION 3. PROPOSAL GUIDELINES

[In this section you should provide information about how potential bidders should organize and present the information in their offers. The information that you provide will help potential bidders prepare their proposals and structure them in the specific format you require. It will also help you compare and evaluate the proposals sent to you from different bidders.] 

EXAMPLE

Proposers shall structure the Technical Proposal as follows:

· Section 1. Expertise of company/organization including management structure of the organization, organizations capability/resources, completed and ongoing list of contracts/project, etc.

· Section 2. Proposed methodology, approach and implementation plan. 

· Section 3. Explanation of the management structure and key personnel that will be involved in the project.

Proposers shall structure the Financial Proposal as follows:

· All prices shall be quoted in USD using the templates provided in Section 5. 
























SECTION 4. CONTRACT TERMS AND CONDITIONS

[In this section you should specify the general and specific terms and conditions of the contract between your company and the bidders (e.g. delivery method, payment terms, validity of the offers received, etc.)]





































SECTION 5. SAMPLE FORMS  

[In this section, which is optional, you should provide any Technical or Financial Forms that are to be completed by potential bidders. Having standard forms will facilitate the comparison and evaluation of proposals from different companies]. 
















