
RFP- How To Guide 

Key Pointers  
Requests for Proposals need to contain a clear ‘ask’ of a consultant.  To write a good one, 
you’ll need to have clear thoughts on: 

• Why you need an external consultant
• What you want the external consultant to deliver, and when;

• How you will select an external consultant; and
• Clear deadlines for the selection process and delivery of the outputs.

You should also think about whether you really want a number of consultants to bid for your 
work: it takes time and effort to manage the RFP process.   

Key Content 

A standard RFP will have the following headings: 
1. Background Information

Describe your organisation, its operations and purpose.  Also set out the background to
seeking this particular piece of work.  The goal should be to create a succinct but
comprehensive picture of everything the consultant needs to know to create a sound
proposal to complete the work.

2. Statement of Purpose
Describe the nature and scope of services you want

3. Objectives
Describe the objectives for the scope of services.

4. Scope of Work
Set out the specific duties to be performed/delivered and describe the expected outcomes.
Include details of responsibilities.

5. Outcome and Performance Standards
Set out specific deliverables, including milestones and any reporting requirements.

6. Term of Contract
Specify the length, start date and end date of the contract, as well as any requirements
around renewing the contract.

7. Contractual Terms and Conditions
Attach any standard contracting terms and requirements.

8. Format for RFP
Describe how your want the RFP proposal to be structured, the key content it must include.
This typically includes the following sections: methodology, programme of work, curriculum
vitaes and the like.

9. Evaluation and Selection Process
Set out the process for evaluating the proposals, any criteria you will use.

10. Contact points for future correspondence
Include a list of people who can be contacted regarding the RFP.




