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Effective RFP
Guidelines

A well-crafted Request for
Proposal (RFP) is crucial for
ensuring the success of a
project. It not only helps
potential vendors understand
your needs but also enables the
board to evaluate their
capabilities effectively.
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1. Clear and Concise Summary R“‘

Why it matters: =
The summary sets the stage. It should provide an overview that captures the
essence of your project, making it easy for vendors to grasp requirements.

What to include:
Project Name: A straightforward title that clearly conveys the project.
Objective: A brief statement outlining the main goal of the project.
Key Deliverables: A list of the primary outcomes you expect.
Target Audience: Information about the end-users or beneficiaries.
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2. Detailed Scope of Work R‘ e

Why it matters:
Providing a detailed scope of work ensures all parties understand what is
required and helps prevent scope creep.

What to include:
Tasks and Activities: A detailed description of tasks to be completed.
Specific Requirements: Any technical or functional requirements
vendors must meet.
Quality Standards: Criteria that the deliverables must meet to be
considered acceptable.
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3. Comprehensive Timeline %éb

Why it matters:

Including a timeline helps vendors understand the project's deadlines and
milestones, allowing them to plan resources.

What to include:

Project Start Date: When you expect the project to commence.
Milestones: Key points where specific deliverables should be achieved.
Completion Date: The expected date for the project's conclusion.
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4. Budget Information -
Why it matters: e

Transparent budget information allows vendors to assess whether they
can deliver the project within your financial constraints. THIS CAN BE
TRICKY!

What to include:

Total Budget: The total amount allocated for the project (MAYBE)
Payment Schedule: Details about how or when payments are made.
Cost Breakdown: Specific areas where the budget will be allocated.
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5. Evaluation Criteria R

§P
Why it matters: [ 7RO
Providing clear evaluation criteria helps vendors understand how their

proposals will be judged, encouraging them to address these points thoroughly.

What to include:
Technical Expertise: Skills and experience required to execute the project
successfully.
Past Performance: Criteria related to the vendor's previous work and
reliability.
Financial Stability: Assurance that vendor is financially capable of
completing the project.
Compliance: Any specific compliance or regulatory requirements that need
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6. Submission Guidelines R“ i
Why it matters: 5RO

Clear submission guidelines ensure that vendors know how to submit
their proposals and what information to include.

What to include:
Submission Deadline: The final date and time by which proposals
must be submitted.
Format Requirements: Any specific formatting or document
requirements for the proposal.
Contact Information: Details of the person to contact for any queries
or clarifications.
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7. Terms and Conditions RY‘,‘- ;

Why it matters:
Including terms and conditions protects both parties by clearly outlining legal
and contractual obligations.

What to include:
Confidentiality: Agreements on how sensitive information will be handled.
Intellectual Property Rights: Clauses defining the ownership of work
produced during the project.
Cancellation Terms: Conditions under which the contract can be
terminated.
Dispute Resolution: Procedures for resolving conflicts or disagreements.
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8. Conclusion and Call to Action %gﬁl
Why it matters: -

Concluding with a call to action motivates vendors to respond promptly and
ensures they have all the information they need to proceed.

What to include:
Next Steps: Instructions on what vendors should do next, such as submitting
questions or confirming receipt.
Thank You Note: A brief thank you to vendors for their time and effortin
responding to the RFP.
Call to Action: Encourage vendors to submit their proposals by the specified
deadline.
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Top Five Ways to Vet a Contractor

-_—

. Online Reviews (Google, Yelp)

. Better Business Bureau (ratings & reports)

3. Licenses and Insurance (contractor’s
license; liability and workers comp)

. References and past projects

. Conduct a face-to-face interview
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Exclusive FREE Invitation! o /9
. ) QQ
Casino Night | \° :
August 15, 2024 Q

4p.m.to7 p.m. .
| LeT'S PLARY
MNRC Office
1831 East 121st St
Burnsville, MN 55337 CASINO NIGHT WITH

MNRC!

Invite is in the newsletter
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