Request For Proposal


Template 




















<<Date>>





TO:		<<Vendor’s Account Exec Name>>


		<<Vendor name and address>>





FROM:	<<Client Name>>


		<<Title>>





SUBJECT:	REQUEST FOR PROPOSAL – <<Type of Training>>








I am pleased to send you the attached Request For Proposal for <<Company Name>>’s <<project, product, initiative, etc.>>





I would ask that you submit the proposal to me no later than <specified date, typically three weeks after date RFP is mailed>. 





Please forward your proposal to:	


					<<Client Name>>


					<<Title>>


					<<Company Name>>


					<<Address>>


					<<City, State, Zip>>


























�
I. Background





<<Company Name>> is an international, industry-leading provider of <<describe mission of company or department etc.>>  





The purpose of this project is to create a <<number>> hours interactive, multimedia CD-ROM delivered training <<or web-based training>> for the purpose of <<what is goal, type of content, etc.>>








�
II. Scope of Work





Target Audience





The target audience will consist of approximately <number> users.


<Level of computer experience>


<Their titles>


<Their geographic location>





Content





Without respect to the specific organization of the information or the method of presentation (e.g., video, audio, animation, etc.), the training program will provide approximately <number> hours of training, on the following topics:





<<Topic 1>>


<<sub-topic a>>


<<sub-topic b>>


<<Topic 2>>


<<Topic 3>>





This program will also include a post test automatically graded by the computer.





Deliverables





This program will exist on <<CD-ROM or Web>> and will include: video, audio, text, graphics and animation.





The final deliverable of the program must meet the following criteria:





Run on <<Windows 3.1 , Windows 95, NT, Macintosh>>


Be developed using commercially available tools


All source code and working files will become the property of <<Client>>


<<If Web-based training, indicate high or low bandwidth connection>>


<<If Web-based training, indicate type of browser and version>>


<<If Web-based training, indicate ability to use plug-ins>>


<<If Web-based training, indicate whether or not Java is allowed>>





�
III. Working Relationship





The work described here will be accomplished in a team context with team members having professional expertise in the areas cited above.  The general working relationship is described here.  Any additional responsibilities will be detailed in a specific contract.





Project managers will be assigned by both <<Client>> and the vendor and will act as the single point of contact.


It is understood that selected vendors will need to interface with <<client>> teams. Vendors may need to travel to the <<Client>> site for reviews or meetings. Vendors will submit a detailed project plan and schedule with key project milestones.


Vendors will submit weekly status reports and participate in weekly status meetings, if required.





�
IV. Vendor Response





To establish your qualifications, please provide the following in your response:





A well-defined project approach for scope of work including a description of interactivity and media treatments.





A project schedule and workplan that depicts intermediate tasks and milestone events.





A description of your courseware development process.  





A summary of corporate experience in successful completion of multimedia or web-based courseware projects.  (If experienced in more than one delivery method, please include examples of each).





A list of clients.





A description of quality control processes.





A description of your organization


Number of employees


Locations


Years in business


Awards & Honors


 


Project costs in a firm, fixed price.





Indicate which project functions, if any, are outsourced to contractors.





Three professional references (key contact names, titles, and telephone numbers).  <<Client>> would like to speak with people who have direct knowledge of your ability to provide these services for similar projects.





�
V. Evaluation Criteria





Proposals will be reviewed with the following criteria in mind.





Performance Capability: the extent to which the vendor demonstrates the ability to provide the depth and breadth of experience, skills, and knowledge generally required by this work.  This will include a review of professional references.





Cost: the total cost to <<Client>> of the proposed preferred vendor relationship. 





Completeness and Quality of Bid Response: the thoroughness and concern for quality in the vendor’s response.





Vendor responses must be received at <<Client>> by <<time>> on <<date>>.


