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Appendix Appendix 2.12.1

Request Request for for Proposal Proposal (RFP)(RFP)
Once Once an an ororganization ganization selects selects a a prproject, oject, the the customer customer or or prproject oject manager manager is is fre-fre-
quently quently rresponsible esponsible ffor or developing developing a a rrequest equest ffor or proposal proposal (RFP) (RFP) ffor or the the project project or or 
sections sections ofof the  the project.project.
    The The responsible responsible prproject oject manager manager will will rrequire equire input input dadata ta from from all all stakstakeholders eholders 

connected connected to to the the activities activities cocovverered ed in in the the RFPRFP. . The The RFP RFP will will be be announced announced to to 
external external contractors/vcontractors/vendors endors with with adequate adequate eexperience xperience to to implement implement the the project. project. 
FFor or exampleexample, , govgovernment ernment projects projects frfrequently equently advadvertise ertise with with a a “request “request ffor or prpro-o-
posal”posal” to  to outside outside contractors contractors ffor or roadsroads, , buildingsbuildings, , airportsairports, , military military hardhardwareware, , 
space space vehiclesvehicles. . SimilarlySimilarly, , bbusinesses usinesses use use RFPs RFPs to to solicit solicit bids bids for for bbuilding uilding a a clean clean 
rroom, oom, developing developing a a nenew w manufacturing manufacturing prprocessocess, , delivering delivering softwsoftware are ffor or insurance insurance 
billing, billing, conducting conducting a a markmarket et surveysurvey. . In In all all ofof  these  these examplesexamples, , requirements requirements and and 
feafeatures tures must must be be in in enough enough detail detail thathat t contractors contractors hahave ve a a clear clear description description ofof the  the 
final final delivdeliveraerable ble thathat t will will meet meet the the customer’customer’s s needsneeds. . In In most most cases cases the the RFP RFP also also 
specifies specifies an an expected expected fforormat mat ffor or the the contractor’contractor’s s bid bid proposal proposal so so the the rresponses esponses ofof   
difdifferent ferent contractors contractors can can be be fairlfairly y evaluaevaluated. ted. Although Although we we typicalltypically y think think ofof RFPs  RFPs 
ffor or external external contractorscontractors, , in in some some organizaorganizations tions RFPs RFPs are are used used internally; internally; thathat t isis, , 
the the ororganization ganization sends sends out out an an RFP RFP to to difdifferent ferent divisions divisions or or departmentsdepartments..
    The The content content ofof the  the RFP RFP is is extremelextremely y important. important. In In practicepractice, , the the most most common common 

errerror or is is to to offer offer an an RFP RFP thathat t lacks lacks sufsufficient ficient detail. detail. This This lack lack ofof  detail  detail typically typically 
results results in in conflict conflict issuesissues, , misunderstandingsmisunderstandings, , often often legal legal claims claims between between the the con-con-
tractor tractor and and oownerwner, , and, and, in in addition, addition, an an unsatisfied unsatisfied customercustomer. . All All RFPs RFPs are are difdiffer-fer-
ent, ent, but but the the outline outline in in FigurFigure e A2.1 A2.1 is is a a good good starting starting point point ffor or the the development development ofof  
a a detailed detailed RFPRFP. . Each Each step step is is briefbriefly ly described described nenext.xt.

    1. 1. Summary Summary ofof  needs  needs and and rrequest equest for for action.action. The  The backgrbackground ound and and a a simple simple de-de-
scription scription ofof the  the final final project project delideliveraverable ble are are gigiven ven first. first. FFor or exampleexample, , through through sim-sim-
ulaulated ted war war gamesgames, , the the UU.S.S. . NaNavy vy has has ffound ound their their giant giant warships warships ofof the  the past past are are too too 
vulneravulnerable ble against against todatoday’y’s s technology technology (an (an eexample xample is is the the Silkworm Silkworm antiship antiship mis-mis-
siles). siles). In In addition, addition, the the NaNavy’vy’s s mission mission has has shifted shifted to to supporting supporting grground ound fforces orces and and 
peacekpeacekeeping eeping missionsmissions, , which which requirrequire e getting getting closer closer to to shoreshore. . As As a a result, result, the the NaNavy vy 
is is rerevamping vamping ships ships ffor or near-shore near-shore dutyduty. . The The NaNavy vy will will select select three three designs designs ffor or ffur-ur-
ther ther refinement refinement frfrom om the the responses responses to to its its RFPRFP. . In In general, general, it it is is expected expected thathat t the the 
new new ship ship will will be be cacapapable ble ofof  a at t least least 55 55 knotsknots, , measure measure between between 80 80 and and 250 250 feet feet in in 
length, length, and and be be fitted fitted with with radar radar aabsorbing bsorbing panels panels to to thwart thwart guided guided missilesmissiles..

  1. 1. Summary Summary of of needs needs and and request request for for actionaction
  2. 2. Statement Statement of of work work (SOW) (SOW) detailing detailing the the scope scope and and major major deliverablesdeliverables
  3. 3. Deliverable Deliverable specifications/requirements, specifications/requirements, features, features, and and taskstasks
  4. 4. Responsibilities—vendor Responsibilities—vendor and and customercustomer

5. 5. Project Project scheduleschedule
  6. 6. Costs Costs and and payment payment scheduleschedule
  7. 7. TType ype of of contractcontract
  8. 8. Experience Experience and and staffingstaffing

9. 9. Evaluation Evaluation criteriacriteria

FIGURE FIGURE A2.1A2.1
RRequest equest for for PrProposaloposal
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    2. 2. Statement Statement ofof  work  work (SO(SOW) W) detailing detailing the the scope scope and and major major delivdeliverables.erables. F For or ex-ex-
ampleample, , ifif  the  the prproject oject invinvolves olves a a marmarket ket rresearch esearch surveysurvey, , the the major major delivdeliveraerables bles 
could could be be design, design, dadata ta collection, collection, data data analanalysisysis, , and and proproviding viding recommendarecommendations tions 
by by FFebruary ebruary 21, 21, 2014, 2014, ffor or a a cost cost not not to to exexceed ceed $300,000.$300,000.
    3. 3. DelivDeliverable erable specifications/rspecifications/requirements, equirements, featurfeatures, es, and and tasks.tasks. This  This step step should should 

be be very very comprcomprehensive ehensive so so bid bid prproposals oposals frfrom om contractors contractors can can be be validavalidated ted and and 
lalater ter used used for for contrcontrol. ol. TTypical ypical specifications specifications cocover ver phphysical ysical features features such such as as sizesize, , 
quantityquantity, , materialsmaterials, , speed, speed, and and colorcolor. . FFor or exampleexample, , an an IT IT prproject oject might might specify specify 
requirrequirements ements for for harharddwareware, , softwarsoftwaree, , and and training training in in greagreat t detail. detail. TTasks asks required required 
to to complete complete delivdeliveraerables bles can can be be included included ifif  they  they are are knoknown.wn.
    4. 4. RResponsibilities—vendor esponsibilities—vendor and and customercustomer.. F Failing ailing to to spell spell out out the the responsibilities responsibilities 
ffor or both both parties parties is is notorious notorious ffor or leading leading to to serious serious probproblems lems when when the the contractor contractor 
implements implements the the prproject. oject. FFor or exampleexample, , who who papays ys for for wwhat? hat? (If(If  the  the contractor contractor is is to to 
be be on on sitesite, , will will the the contractor contractor be be required required to to papay y for for ofoffice fice space?) space?) WhaWhat t are are the the 
limits limits and and exexclusions clusions ffor or the the contractor? contractor? (F(For or exampexamplele, , who who will will supplsupply y test test equip-equip-
ment?) ment?) WWhat hat commcommunication unication plan plan will will be be used used bby y the the contractor contractor and and owner? owner? IfIf   
escalaescalation tion ofof  an  an issue issue becomes becomes necessarynecessary, , whawhat t process process will will be be used? used? HoHow w will will 
prprogress ogress be be eevaluavaluated? ted? WWell-defined ell-defined responsibilities responsibilities will will aavoid void manmany y unforunforeseen eseen 
prproblems oblems lalaterter..
    5. 5. Project Project schedule.schedule. This  This step step is is concerned concerned with with getting getting a a “har“hard”d” schedule  schedule which which 
can can be be used used ffor or contrcontrol ol and and evaluaevaluating ting prprogressogress. . Owners Owners are are usually usually vvery ery demand-demand-
ing ing in in meeting meeting the the prproject oject scheduleschedule. . In In todatoday’y’s s business business enenvirvironment, onment, time-to- time-to- 
markmarket et is is a a major major “hot “hot button”button” that  that influences influences markmarket et shareshare, , costscosts, , and and profitsprofits. . 
The The schedule schedule should should spell spell out out whawhat, t, whowho, , and and when.when.
    6. 6. Costs Costs and and payment payment schedule.schedule.  The  The RFP RFP needs needs to to set set out out vvery ery clearly clearly hohoww, , 

when, when, and and the the prprocess ocess ffor or deterdetermining mining costs costs and and conditions conditions for for prprogressogress   
papaymentsyments..
    7. 7. Type Type ofof  contr contract.act. Essentially  Essentially there there arare e two two types types ofof contracts—fixed-price contracts—fixed-price  

and and cost-pluscost-plus. . Fixed-price Fixed-price contracts contracts aagree gree on on a a price price or or lump lump sum sum in in advadvanceance, , 
and and it it remains remains as as long long as as therthere e are are no no changes changes to to the the scope scope prprovisions ovisions ofof  the  the 
agragreement. eement. This This type type is is preferred preferred in in prprojects ojects that that are are wwell ell defined defined with with predict-predict-
aable ble costs costs and and minimal minimal risksrisks. . The The contractor contractor must must exexercise ercise care care estimaestimating ting cost cost 
  because because anany y underestimating underestimating ofof  costs  costs will will cause cause the the contractor’contractor’s s prprofit ofit to to be be 
reduced. reduced. In In cost-plus cost-plus contracts contracts the the contrcontractor actor is is reimbursed reimbursed ffor or all all or or some some ofof   
the the expenses expenses incurrincurred ed during during performance performance ofof  the  the contract. contract. This This fee fee is is negoti-negoti-
aated ted in in advance advance and and usuallusually y ininvolvvolves es a a percent percent ofof  total  total costscosts. . “Time “Time and and mate-mate-
rials”rials” plus  plus a a profit profit factor factor arare e typical typical ofof  cost-plus  cost-plus contractscontracts. . Both Both types types ofof   
contracts contracts can can include include incentivincentive e clauses clauses ffor or superior superior performance performance in in time time and and 
cost, cost, or or in in some some casescases, , penalties—for penalties—for eexamplexample, , missing missing the the opening opening date date ofof  a  a 
new new sports sports stadium.stadium.
    8. 8. Experience Experience and and staffing.staffing. The  The aability bility ofof  the  the contractor contractor to to implement implement the the prproj-oj-

ect ect mamay y depend depend on on specific specific skills; skills; this this necessary necessary experience experience should should be be specified, specified, 
along along with with assurance assurance such such stafstafff  will  will be be aavailavailable ble ffor or this this project.project.
    9. 9. Evaluation Evaluation criteria.criteria.   The The criteria criteria ffor or evevaluating aluating and and aawarwarding ding the the projectproject  

contract contract should should be be specified. specified. FFor or exampleexample, , selection selection criteria criteria frequently frequently includeinclude  
methodologymethodology, , priceprice, , scheduleschedule, , and and experience; experience; in in some some cases cases these these criteria criteria areare  
weighted. weighted. Use Use ofof  the  the outline outline in in Figure Figure A2.1 A2.1 will will help help to to ensure ensure kkey ey items items in in the the 
prproposal oposal are are not not omitted. omitted. A A well-prwell-prepared epared RFP RFP will will prprovide ovide contractors contractors withwith  
sufsufficient ficient guidelines guidelines to to prepare prepare a a prproposal oposal thathat t clearly clearly meets meets the the prproject oject and and 
customer’customer’s s needsneeds..
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  FIGURE FIGURE A2.2A2.2  Contractor Contractor Evaluation Evaluation TTemplateemplate

    Contractor Contractor Maximum Maximum Proposal Proposal Proposal Proposal Proposal Proposal ProposalProposal
Evaluation Evaluation TTemplate emplate Weight Weight 1 1 2 2 3 3 44

  Contractor Contractor qualifications qualifications Weight Weight  10 1055

  TTechnical echnical skills skills available available WWeight eight  20 2055

  Understanding Understanding of of contract contract Weight Weight  5 555
 and  and conditionsconditions

  Financial Financial strength strength to to Weight Weight  15 1555
 implement  implement projectproject

  Understanding Understanding of of proposal proposal Weight Weight  10 1055
 specifications specifications

  Innovativeness Innovativeness and and Weight Weight  5 555
    originality originality of of proposalproposal

  Reputation Reputation for for delivering delivering Weight Weight  15 1555
    on on time time and and budgetbudget

Price Price Weight Weight 55 20 20

TTotal otal 100100

SELECTION SELECTION OF OF CONTRACTOR CONTRACTOR FROM FROM BID BID PROPOSALSPROPOSALS
Interested Interested contractors contractors rrespond espond to to project project RFPs RFPs with with a a written written bid bid prproposal. oposal. It It is is 
liklikely ely thathat t severseveral al contractors contractors will will submit submit bid bid proposals proposals to to the the customercustomer..
    The The final final step step in in the the RFP RFP prprocess ocess is is to to select select the the contractor contractor wwho ho best best meets meets the the 

requirrequirements ements requested requested in in the the RFPRFP. . The The selection selection criteria criteria gigiven ven in in the the RFP RFP are are 
used used to to evevaluate aluate wwhich hich contractor contractor is is aawarded warded the the contrcontract act to to implement implement the the proj-proj-
ect. ect. Losing Losing contractors contractors should should be be givgiven en an an explanaexplanation tion ofof  the  the kkey ey factors factors that that led led 
to to the the selection selection ofof the  the winning winning contractor/vendor; contractor/vendor; aappreciappreciation tion ffor or their their participa-participa-
tion tion and and efeffort fort should should be be acknoacknowledged. wledged. See See Figure Figure A2.2, A2.2, Contractor Contractor EvaluaEvaluation tion 
TTemplateemplate, , adapted adapted frfrom om one one used used in in practicepractice..


