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This checklist is intended to guide non-profit organizations, NGOs, schools, universities, foundations, and state and local government agencies—any person or organization without established procedures for creating request for proposal (RFPs). It is designed to support the creation of a RFP that effectively communicates all the information necessary for evaluators to submit a high-quality proposal. The guidance section is arranged in order of typical steps for developing an RFP. However, an RFP's sections may be developed in the sequence most suitable to organizational needs.
Key Terms
· Bidder refers to an entity submitting a proposal in response to an RFP for evaluation services, e.g., evaluators.
· Evaluator denotes an individual, team, or company that provides evaluation services.
· Organization is the individual, group, department, or other entity creating the RFP, reviewing proposals, and selecting the successful bidder.
· Project is used broadly to indicate what the RFP seeks to have evaluated and could be any type of activity, intervention, program, policy, system, or organization.
· Proposals include all types of responses to the RFP and may also be referred to as a bid.
General Guidance
This section provides a general overview of helpful practices for developing an RFP. The checklist that follows provides guidance regarding specific components to include in the RFP document.
Before Starting the RFP
· Involve relevant partners and collaborators from the beginning: Staff, funders, program participants, community members, and others who are invested or may be impacted by the evaluation should be consulted throughout the RFP process. 
· Create a concept plan: Write out why the evaluation is being requested, the scope, estimated budget, timeline, and anticipated deliverables. These core components of the concept plan can then form an outline for writing the RFP. It may be helpful to consult sample RFPs for guidance.
· Develop a timeline: The timeline for the RFP process should consider the organization's needs while allowing sufficient time for bidders to appraise the request and draft a quality proposal. At a minimum, the timeline should specify when the RFP will be issued, the due date for proposals, when bidders can expect to hear a decision, and when the evaluation work is expected to commence. The timeline may also include a deadline for submitting questions and information on any other due dates. 
Writing the RFP
· Provide clear and detailed information: Ensure all relevant information required for bidders to meet the RFP's requirements is included (see the RFP Content Checklist section). 
· Be candid: Sharing information about challenges the evaluation might face, such as a struggling program, limited resources, or a lack of data, will help ensure that bidders are prepared and willing to take on these issues.
· Use plain language: Avoid jargon that may be unfamiliar or confusing and be direct about requests for information. If technical language or abbreviations are necessary, provide a list of definitions. 
· Request only information required to assess the proposal: The RFP should solicit only relevant information for reviewing and selecting the evaluator. For example, only request references or work samples if these artifacts are a defined part of the rating and selection process. 
Reviewing Proposals
· Develop proposal rating criteria: Determine what aspects of a bid (e.g., cost, timeliness, use of specific approaches or methodologies, cultural competence, and technical expertise) are most important and use this information to create a proposal rating plan.
· Establish a review committee: Hiring an evaluator should not be left to a single individual; multiple reviewers provide a wider range of perspectives. Consider including organizational leadership, project staff, persons involved in data collection, program participants, and anyone likely to work closely with the evaluator.
 Obtaining Proposals
· Identify and invite potential bidders: Consider what types of evaluators might be interested in submitting a proposal and how your RFP can reach them. In addition to publicly posting the RFP, consider directly contacting potential bidders. Take steps to invite a bidding pool that is racially and ethnically diverse; consider expandingthebench.org for advice on how to conduct a more equitable search for bidders, and check the American Evaluation Association's listing of professional evaluators at eval.org. 
· Encourage two-way communication: Invite potential bidders to ask questions about the RFP. Questions can lead to higher-quality proposals and reveal shortcomings or errors in the RFP. Consider hosting a bidder's conference for larger projects, where interested bidders can pose questions, share concerns, and hear all responses or updates during a single session. 
· Consider pre-screening if the number of bidders is expected to be large: A Request for Qualifications (RFQ) or Request for Information (RFI) is a way of soliciting information about the capabilities or interests of potential bidders before issuing a full RFP. These documents focus on ensuring bidders meet minimum requirements and can narrow the candidate pool. Promising bidders may be invited to submit a full proposal if they meet the criteria. However, this approach has the downside of limiting the pool of bidders and creating an additional review step.
RFP Content Checklist
This section lists specific information that should be included in an RFP. It may be used as a template of RFP sections and subsections or as a general checklist of important information that should be considered for inclusion.
Submission Guidelines
· Timeline and dates: Provide a timeline of the review process that includes important dates: due date for questions, bidders' conference date (if applicable), submission due date and time (including time zone), and when a decision can be expected. 
· Contacts and communication instructions: Include the name, title, phone number, and email address of a designated point-of-contact for bidders seeking clarification about the submission and review process. If applicable, specify how to submit questions.  
· Eligibility criteria: Identify the type of firms or individuals that may apply, desired staff qualifications and competencies, experience levels, and required credentials. List any conditions that could create a conflict of interest. Avoid requiring specific evaluator backgrounds, locations, firm sizes, or expertise unless they are essential to evaluating the project. 
· Review process: Describe who will review the proposals (e.g., a review panel, organizational leadership, a specialist in evaluation or research, etc.) and how they will judge each proposal. Let bidders know of any additional processes, such as interviews or follow-up questions.
· Proposal evaluation criteria: List the criteria for selecting the winning proposal. Be transparent regarding the factors most important to the organization (e.g., pricing, proposed methodology, timeline, location, etc.) .
Project Information
· Organization information: Briefly describe the background or history of the project or its host organization. If applicable, identify how any partner organizations are involved in the program.
· Project description: Provide a detailed overview of the project to be evaluated, including its purpose, size (e.g., number of sites, number of people served), and major activities. Describe who the program typically serves.
· Theory and assumptions: Describe how the project is intended or presumed to work. Include a logic model, if available.
· Need for evaluation: State why the evaluation is important and how it might be used. For example, if you want to use the evaluation's results in future grant applications, this information may help bidders propose a design useful for that purpose.
· Goals and objectives: List the project’s formal goals or objectives, if any, along with intended outcomes that are important to the organization.
· Evaluation questions: List any specific evaluation questions that the evaluation will be expected to answer and whether the evaluator will be able to provide input on the evaluation questions.
· Current data collection and availability: Describe any data sources that will be available to the evaluator, if any. Examples include existing surveys, a client database, student records, or access to participants.
· Required evaluation components: List any activities the selected evaluator will be required to complete. Examples include attending certain meetings, creating a logic model, developing an evaluation plan, implementing a survey, reviewing specific documents, analyzing project data sets, or conducting site visits. Note that few RFPs need a long list of required activities; selected evaluators are often involved in developing an evaluation plan or suggesting strategies for conducting the evaluation.
· Location and travel requirements: Identify where the program being evaluated is located. If travel requirements are known, list the number and location of each. 
· Expected deliverables: List the desired deliverables, the audience for each, and the due dates. Common deliverables include technical reports, presentations, or unique products such as an interactive online dashboard. Examples of the audience(s) for the deliverables include organizational leadership, funders, or local community members.
Financial, Legal, and Technical Information
· Budget: Provide a concrete price range or maximum budget for the evaluation. Indicate if there is a cap on paying indirect (overhead) costs. Including a budget template or list of categories that should be detailed in the budget (e.g., personnel, travel, equipment, etc.) may be helpful. Clarify any details bidders must include (e.g., hourly rates, itemized travel, etc.). Provide a payment schedule (e.g., quarterly, semi-annually, after receiving specific deliverables, etc.).
· Contracting and legal: If applicable, disclose any special terms or requirements that will be placed on the contract. 
· Travel rules: If applicable, include any organizational rules regarding travel and travel cost reimbursement. 
Submission Instructions
· Submission format: Describe how the proposal documents should be formatted, including specifics such as requirements for line spacing, margins, and font. 
· Length: Specify a page or word count limit for the proposal or, if relevant, individual document sections. Limiting the length of the proposal can encourage clear, concise responses.
· Submission method: Indicate how the proposal should be submitted, typically via a website upload or email. Also, list what file formats are acceptable for digital submission (e.g., Word, PDF, etc.).
· Outline, organization, and content: Provide instructions on how to organize the proposal document. Proposals that are uniform in their layout are easier for reviewers to compare. Consider including a proposal template or listing required section headings. Common evaluation proposal sections include the following:
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· Understanding of the problem or need
· Evaluation approach
· Workplan 
· Data collection
· Timeline 
· Budget
· Bidder information and qualifications
· Conflicts of interest
· Bidder information: Indicate what information bidders should include about themselves in the proposal. A standardized list makes it easier for reviewers to understand each bidder and to contact them with questions or to negotiate a contract. Examples include:
· Name, experience, and qualifications of evaluators
· Specify if bio statements, CVs, or other specific information is requested
· Specify if a plan listing staff by role or responsibility is requested
· The primary point of contact
· General information about the organization (type, location, size, etc.)
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