
How to Write an RFP

Regardless of whether you're working for a smaller organization or a huge one,
you're most likely in the end going to need to round out a Request for Proposal, or
RFP. Your organization can't do everything internally, and when your business needs
to buy a product or service from somewhere else, you may need to look around for a
solution. An RFP enables you to gather offers from different sellers and select the
merchant that best meets your criteria, both concerning aptitude and spending plan.
Keep in mind this isn't one-size fits-all - you'll have to tailor your RFP to best describe
your organization's needs and goals.

Example of a good RFP can be found here

Company Mission

What is your company mission? This can be pulled from your company mission
statement if you have one.

Company Description

https://www.lsntap.org/node/164/drupal-designer-legal-services-national-technology-project%C2%A0-seattle


Describe your organization. What does your organization do, what do you do? Tell us
about your organizations values and what makes it unique. Why does your work
matter?

Address

The address of your organization.

Phone

Your Organization's phone number

Project Description/Intent

What is the purpose for this RFP? State now only what you hope to accomplish and
why these steps are necesary. 

Persons Involved

Who is involved with this project and what are their roles in the project?

Availability During Proposal Process

What times of the day and which days are the people involved in this project
availbile? 

Preferred Method of Contact

This is where you layout how each member would like to be contacted. Layout the
process for contact people regarding input.

Timelines/Milestones

Layout when the total project is to be completed and set up some "milestones" to
check off along the way. Making sure you have milestones will keep the project
going smoothly and ensure you don't get hung up halway through the process.

Budget



Layout the basic costs or cost estimates for this project. Be as detailed as possible.

Other Helpful Information

Put any other information you think might be helpful in this section.

Last updated on November 14, 2023.
Project Management
Print

Table of Contents

NEWS

News & publications

The news about recent activities for needed peoples.

More News

9 Apr 2025

LSC's AI Peer Learning Labs

LSC AI Peer Learning LabsThe Legal Services Corporation’s (LSC) new AI Peer…

Continue Reading

14 Feb 2025

New AI Guide Empowers Legal Aid Organizations to Navigate Emerging Technology

FOR IMMEDIATE RELEASE New AI Guide Empowers Legal Aid Organizations to…

Continue Reading

Our Partners

https://www.lsntap.org/topics/21/project-management
https://www.lsntap.org/news
https://www.lsntap.org/node/877/lscs-ai-peer-learning-labs
https://www.lsntap.org/node/856/new-ai-guide-empowers-legal-aid-organizations-navigate-emerging-technology



