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The Essentials of Reviewing an RFP Bid Alert

So, you've received an RFPSchoolWatch bid alert. Now what? When reviewing a
Request for Proposal (RFP), it is essential to look for specific key elements to ensure
that you understand the project's scope, requirements, and evaluation criteria. Here’s a
comprehensive list of what to look for in an RFP:

1. Introduction and Background:

¢ Purpose of the RFP: Understand the goals and objectives of the project.
¢ Background Information: Context about the organization and why the project is
being undertaken.

2. Scope of Work:

¢ Project Objectives: Clear and concise goals the project aims to achieve.

¢ Deliverables: Detailed list of products, services, or outcomes expected from the
project.

o Tasks and Activities: Specific tasks that need to be completed to achieve the
deliverables.

o Timeline: Project start and end dates, including any key milestones.

3. Requirements:

¢ Technical Requirements: Detailed specifications the solution must meet.

¢ Functional Requirements: Features and functionalities the project must deliver.

¢ Compliance Requirements: Standards, regulations, or laws the project must
adhere to.
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4. Evaluation Criteria:

o Selection Criteria: How proposals will be evaluated (e.g., cost, experience,

technical capability).
o Weighting of Criteria: Importance of each criterion in the overall evaluation

process.

5. Submission Guidelines:

e Proposal Format: Specific format and structure for the proposal.
¢ Submission Deadline: Exact date and time by which proposals must be

submitted.
e Delivery Instructions: How and where to submit the proposal (e.g., email,
online portal).

6. Budget and Costing:

¢ Budget Constraints: Any budget limits or constraints for the project.
e Pricing Structure: How to present the pricing information (e.g., fixed price, time
and materials).

7. Legal and Contractual Information:

e Contract Terms: Key contractual terms and conditions.
e Liability and Insurance: Requirements for liability coverage and insurance.
¢ Confidentiality: Any confidentiality or non-disclosure agreements.

8. Company Information and Experience

e Company Background: Information about the issuing organization.
e Past Projects: Examples of similar projects or references.
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9. Questions and Clarifications:

¢ Contact Information: Who to contact for questions or clarifications.
¢ Q&A Schedule: Deadlines for submitting questions and dates for any Q&A
sessions.

10. Appendices and Attachments:

e Supplementary Documents: Any additional documents or forms that need to
be completed or referred to.
o Templates: Templates for submission, if provided.

Tips for Reviewing an RFP:

e Read Thoroughly: Carefully read the entire RFP to understand all requirements
and expectations

¢ Highlight Key Points: Identify and highlight critical information, such as
deadlines and evaluation criteria.

o Clarify Ambiguities: Reach out to the contact person for any unclear points or
additional information.

o Assess Feasibility: Determine if your organization can meet the requirements
and deliverables within the specified timeframe and budget.

By paying attention to these elements, you can ensure a comprehensive understanding
of the RFP and prepare a competitive and compliant proposal.
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