Thank you for downloading Aavenir RFP Template! 
We hope they are useful as you seek proposals for your business projects. 

HOW TO USE THIS TEMPLATE
This template contains prompts and sections commonly found in requests for proposals. 

Below, you’ll see:
· One short, one-page RFP template when things can be concise. 
· One several-page long RFP template for when you need to be detailed.

In the long template, you’ll see numerous sections, each included with the following:
· Italicized Information: To illustrate the importance of each of the sections included, there’s a quick description of the section and suggestions of what you should think about when writing yours. You can erase these introductions after you’ve read them. 
· [UPPER CASE PROMPTS IN BRACKETS]: These are intended for you to erase and fill in with information for your specific project. 
· Normal Placeholder Text: This is suggested wording to include in your RFP, but should be altered, deleted, or added to as you see fit. 

Once you’re ready to begin, delete this page and start filling out your info below. 
Remember, you can add/edit/delete any wording or sections you see fit for your projects!

Use Aavenir RFPflow to Manage multi-vendor RFP process!! Ask us for Demo


<Insert Your Logo>
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[bookmark: _heading=h.3znysh7]Disclaimer
The information contained in this Request for Proposal (“RFP / Bid Document”) or information provided subsequently to bidder(s) or applicants whether verbally or in documentary form by or on behalf of [ENTER YOUR COMPANY NAME], is provided to the bidder(s) on the terms and conditions set out in this RFP document and all other terms and conditions subject to which such information is provided.

This RFP document is not an agreement and is neither an offer. The purpose of this RFP is to provide applicants who are qualified to submit the bids (“Bidders”) with information to assist them in the formulation of their proposals (“Bids”). This RFP does not claim to contain all the information each bidder may require. Each bidder may conduct its independent investigations and analysis and is free to check the accuracy, reliability, and completeness of the information in this RFP. We take no representation or warranty, express or implied, and shall incur no liability whatsoever under any law, statute, rules or regulations as to the accuracy, reliability or completeness of this RFP. We may in its absolute discretion, but without being under any obligation to do so, update, amend, or supplement the information in this RFP.

The information contained in the RFP document is selective and is subject to update, expansion, revision, and amendment. [ENTER YOUR COMPANY NAME] does not undertake to provide any bidder with access to any additional information or to update the information in this RFP or to correct any inaccuracies therein, which may become apparent. [ENTER YOUR COMPANY NAME] reserves the right of discretion to change, modify, add to or alter any or all of the provisions of this RFP and/or the bidding process, without assigning any reasons whatsoever. Such change will be intimated or made accessible to all bidders on the official website of [ENTER YOUR COMPANY NAME]. 

Any information contained in this document will be superseded by any later written information on the same subject made available/accessible to all recipients by [ENTER YOUR COMPANY NAME]. Information provided in this RFP is on a wide range of matters, some of which may depend upon the interpretation of the law. The information given is not intended to be an exhaustive account of statutory requirements and should not be regarded as a complete or authoritative statement of law. [ENTER YOUR COMPANY NAME] does not own any responsibility for the accuracy or otherwise for any interpretation or opinion on law expressed herein. Further, [ENTER YOUR COMPANY NAME] also does not accept liability of any nature whether resulting from negligence or otherwise howsoever caused arising from a reliance of any Bidder upon the statements contained in this document. [ENTER YOUR COMPANY NAME] reserves the right to reject any or all the responses to RFPs / Bids received in response to this RFP at any stage without assigning any reason whatsoever and without being liable for any loss/injury that Bidder might suffer due to such reason. The decision of [ENTER YOUR COMPANY NAME] shall be final, conclusive, and binding, and all the parties directly or indirectly connected with the bidding process. Bids not satisfying the procedure prescribed in the tender document will be treated as invalid and rejected summarily.

It may be noted that notice regarding corrigenda, addendums, amendments, time-extensions,  clarifications,  response to bidders’ queries, etc., if any to RFP, will not be published through any advertisement in newspapers or any other media. Prospective bidders shall regularly visit [ENTER YOUR COMPANY NAME]’s website.
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	Name of the Company
	

	RFP Reference No
	

	Date of issue
	

	Submission of Pre-Bid Queries
	Date
	

	
	Time
	

	Schedule of Pre-Bid Meeting
	Date
	

	
	Time
	

	Schedule for Receipt of Bids
	Date
	

	
	Time
	

	Schedule for Opening of Technical Bids
	Date
	

	
	Time
	

	Place of Pre–Bid meeting/ Submission of Bids / Opening of Bids / Address for
Communication & Contact Person
	ENTER COMPANY NAME
ENTER COMPANY ADDRESS
ENTER EMAIL ADDRESS
ENTER PHONE NUMBER
ENTER WEBSITE

	For Technical Queries
	ENTER DETAILS & CONTACT DETAILS INCLUDING EMAIL, PHONE FOR THE PERSONAL RESPONSIBLE FOR HANDLING THE TECHNICAL QUERIES
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[bookmark: _heading=h.1t3h5sf]Introduction and Background
[ENTER DESCRIPTION OF YOUR COMPANY] is accepting proposals in response to this Request for Proposal (this “RFP,” or this “Request for Proposal”) in order to find a qualified source to provide Website Management Services with detailed Scope of work and Lists the supplied items in the RFP.

The purpose of this RFP is to solicit proposals from interested proposers with sufficient
information to enable them to prepare and submit proposals for consideration by the organization to satisfy a need for website management services. The organization is seeking to procure website management services and associated services. The awarded solution provider will supply hardware, software, internal, and external systems integration with affiliated implementation, maintenance,and training services. The organization intends to award one contract as a result of this RFP. 

The [COMPANY NAME] is seeking proposals from highly qualified, experienced website development companies to design, develop and implement its public-facing website. The chosen strategic partner must be a firm that has experience in managing local government website design projects, and expertise with best practices regarding:  
· Successful Website Redesign  
· User Experience and Usability Testing
· Information Architecture 
· Website Development and Deployment  
· Website Hosting  
· Content Strategy 
· Social Media Integration  
· Search Engine Optimization  
· Responsive Design

The selected firm will identify, recommend and implement best practices for the  [COMPANY NAME] to create a fully integrated website management option.

The firm’s scope of services will include, but is not limited to, the full implementation and integration of a website management services. It is anticipated that the scope of services will include the tasks below. The detailed scope of services will be negotiated between the [COMPANY NAME] and the selected firm.
· Devising a comprehensive schematic of how the Website Management will operate.
· Assist with all technical aspects of the project.
· Provide assistance to staff.
· Provide a timeline for the completed project.

Functional Requirements 

The functional requirements (Scope of Work) have been clubbed into two main categories: 
1. A Simple editable pages 
· Information about [COMPANY NAME], objectives, vision, mission, activities etc. 
· Information about various development projects, committees etc 
· Ongoing projects of [COMPANY NAME] where corporates want to partner 

2. Content Management System (modules) manageable through a workflow (To be managed by the website company) 
· Blogging facility with comment, view counts etc 
· Gallery: Provision for uploading multimedia files including images, videos, connecting to social media profiles of the organization like Facebook, Twitter, LinkedIn etc 
· Story of the Week/Month 
· Professionally written article from experts – blog style 
· Upcoming Events 
· Grievance Management Solution/ Feedback and Opinion Form; The website should provide for automatic acknowledgements for grievances submitted 
· Data Repository 












[bookmark: _heading=h.4d34og8]Supplier Questionnaire
Please fill up the below table:

	Sr. No
	Requirements 
	Vendor Response

	Design Guidelines and Qualifications

	1
	Will the solution provider utilize a data-driven design process to gather information to complete a comprehensive redesign of the website?
	

	2
	Stakeholder survey: Can the solution provider survey key stakeholders – elected officials, managers, content creators, internal users for the designing of the website? 
	 

	3
	Online community survey: Can the solution provider utilize an online community survey to gather key information about the level of satisfaction and to determine the most common tasks and potential goals of users?
	 

	4
	Homepage heat mapping: Does the solution use heat mapping to collect information about every action taken on the current site to review functionality and behavior?
	

	5
	Site analytics: Does the solution utilize historical site analytics to understand patterns and information useful to the development of the new site?
	

	6
	Mobile usability: Does the solution analyze the current site for mobile usability and review the mobile site statistics to understand the needs of the current visitors?
	

	7
	User usability testing: For the new website, did the solution conduct user research with participants in their natural environment to test interaction and identify issues with navigation and layout?
	

	8
	Consistent Website Design: Will the website design be  consistent throughout all pages to maximize usability, except where differentiating between departments or sections of the website?
	

	9
	Design Overview: Can the website design be visually appealing, incorporating the organisation’s colors and logo where appropriate?
	

	10
	Easy Updating: Can the design elements include background images, photographs, logos and buttons that are easily updated or swapped out by the staff at any time and without incurring any additional implementation or update charges?
	

	11
	Will the solution automatically detect the screen resolution of any device and respond with a view of the website that is optimized specifically for that screen?
	

	12
	Will the website creation include the following tasks, but not limited to:
· Creation of responsive templates
· Creation of fluid grids
· Navigation redesign
· Taxonomy and site map
· Image adjustments
· Ability to adjust or modify responsive views on individual pages or templates
	

	System Functionality

	13
	Can the  vendor’s proposed content management system (CMS) be a web- based application that provides the core of the entire development process, being both the platform for development and the tool by which system administrators and contributors can update the new website?
	 

	14
	Can the CMS be a feature plug-in application that enhances the functionality of the website, though core features center around ease-of-use, flexibility and, for ongoing stability, an established information architecture and hosting environment?
	 

	15
	Administrative Dashboard: Will the solution feature a customizable interface that displays critical shortcuts, on-site items that require attention, recent activity logs and an internal messaging system that displays administrative messages and updated information?
	 

	16
	Can the administrative portion of the CMS be accessible for all content contributors?
	 

	17
	Automatic Sitemap: Can the CMS automatically create and update a sitemap and on-page breadcrumbs when content is added, edited or removed from the website?
	 

	18
	Content Expiration: Will the solution send notification of expiration of site content?
	 

	19
	Will the notifications be available via the CMS, including a dashboard administrative display and e-mail notifications?
	 

	20
	Content Management: Will the solution have a way to add, edit and move content directly on an assigned webpage without the need to utilize or be trained on a back-end administrative system?
	

	21
	Content Preview : Will the content publishers have the ability to preview
changes prior to publishing on the website?
	

	22
	Menu Updates: Will the content publishers be able to add and update menu items if assigned the appropriate permission level?
	

	23
	Page Templates: Will the content publishers have the option to share templates with and use templates from a wider community pool which shares consistent page development?
	

	24
	Login History: Will the solution have a separate history report detailing user login history, including the user type, the date and time of the attempted login, the IP address of the user and whether or not the login attempt was successful?
	

	25
	Emergency Live Support: Will the solution have access to live support for emergencies? Please specify the timeframes for emergency support
	

	System Administration

	26
	Broken Link Review: Will the solution have an administrative center for reviewing quality assurance, including detailing broken links on the website, including the referring page location so that links can be corrected?
	

	27
	Dynamic Menu Structure : Will the solution have a dynamic menu structure, with the ability to easily add, edit, move and delete menu items in multiple structural areas of the website?
	

	28
	Website Analytics: Will the solution have an administrative center for reviewing, filtering and exporting overall website statistics, including the ability to view statistics by page or section and presenting the information in a graphical representation?
	

	System Features

	29
	Accessibility Add-ons : Will the accessibility software embedded in the website offer users access to larger fonts and audible content?
	 

	30
	Can the solution allow the creation of multiple blogs to be used by different individuals or departments within our organization?
	

	31
	Can the solution have a local business directory that can be used to promote local industry and businesses?(The directory should be an interactive index which can include name, address, link, photo, etc)
	

	32
	Document Archive: Will the solution have a document archive for specified categories of documents with built-in filtering abilities and search capabilities?
	

	33
	Emergency Alert: Can the solution have easily visible and changeable emergency alert notifications that link to critical on-site information?
	

	34
	 Extranet: Can the solution have the capability to deliver an extranet or password protected area of the website available only to those users approved to access secure content?
	

	35
	Language Translation: Will the solution have functionality to have multiple language translations?
	

	36
	Mapping – Can the solution include image mapping tools to create clickable maps or images with multiple hyperlinked points?
	

	37
	Remote Login and Update: Will the solution have secure access for employees to work remotely and/or update the site through the use of a mobile device?
	

	38
	Social Media Integration: Will the solution have integration with Twitter and Facebook feeds and other social tools, including the ability to comment on specific pages and/or events through social media?
	

	39
	Tagging: Can the solution have the ability to tag any content and search, sort or view based on those tags?
	

	Optional Services

	40
	Accessibility Consulting; Do the solution provider offer any assistance with helping us comply with accessibility issues and creating accessible content?
	 

	41
	Advanced Website User Experience Analysis: Do the solution provider offer any advanced services to provide an in-depth analysis of our user’s needs and expectations?
	

	42
	Advanced Training: Can the vendor offer any advanced training or onsite training options beyond the base package?
	

	43
	Content Strategy : Do the solution provider offer any advanced training or assistance to help us with managing our content, working with users to write in the plain language style or review our existing content?
	

	44
	Site Analytics Reporting: Do the solution provider offer ongoing assistance with helping us analyze our site statistics and recommending changes to make sure our website continues to meet our users’ needs? 
	

	45
	Dedicated Account Manager – Can the solution provider offer an option to have a dedicated account manager to contact for any support issues?
	

	Technology/Platform Requirements

	46
	Browser Support: Will the solution support mobile and desktop versions of Apple Safari, Google Chrome, Microsoft Internet Explorer and Edge, and Mozilla Firefox?
	 

	47
	Can the hosted solution protect the website against cyberattacks, and also detect and mitigate malicious traffic within seconds?
	 

	48
	Disaster Recovery : In the event of any outage impacting the primary data center, will the hosting solution have a disaster recovery or backup data center where our website visitors will continue to be able to access our site?
	 

	49
	Hosting Data Center and Backup Data Center: Can the hosting platform have a data center with multiple layers of security access, redundant ISP providers, backup power and redundant generator, and firewall protection?
	 

	50
	Programming Experience: Explain your firm’s experience with other programming capabilities that would be useful in developing websites.
	

	51
	Web and Database Servers: Can the solution provider split website management between web servers and SQL database servers in order to optimize load time and efficiency in the hosting environment.
	

	Maintenance and Support

	52
	Online Training Videos: Does the solution have an online repository of training videos for the purposes of fully training new staff members or retraining existing staff members?
	 

	53
	Support Materials: Can the solution have 24/7 access to support materials including, but not limited to: online training manuals, support FAQs, customer support forums, instructional videos, informational newsletters, informational and support-driven webinars (live and archived), request forms, online education courses and support-related updates through common social networking mediums?
	 

	54
	Support: Can the vendor provide access to live support available via email or phone during vendor’s normal business hours?
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The objective of this Request for Proposal is to locate a source that will provide the best overall value to [COMPANY NAME]. While price is a significant factor, other criteria will form the basis of our award decision, as more fully described in the Evaluation Factors section of this Request for Proposal below.












Format of Proposal
Letter of Interest
Please include a letter expressing the solution provider’s interest in supplying the organization with Website Management Services. In this letter, please include the following:
1. A statement regarding the solution provider’s availability to dedicate time, personnel, and resources to this effort during a period of three years.  
2. A commitment to the availability of the solution provider and all key project staff during the contract period.
3. A description of your approach to successfully fulfilling the requirements within the proposed budget and schedule. 

Company and Project Manager Information
Please include a brief description of your company, including the following information:
1. Length of time in business.
2. Location of headquarters and any other offices.
3. Description of services that your company specializes in.
4. A brief biography of the proposed Project Manager (PM) and the Principal-in-charge (if that person is different from the Project Manager) and all other applicable staff. A project manager must be designated and must be the principal contact. In this biography, please include at least three different references for the Project Manager and Principal-in-charge.

Relevant Experience 
Please include information describing the solution provider’s experience, demonstrating competence and professional qualifications for the satisfactory performance of the services outlined in the proposed Scope of Work of this RFP.
· Provide a narrative statement regarding your solution provider portal integration and associated services expertise and experience as it relates to this RFP.
· Additionally, include a statement regarding your understanding of the requirements as outlined in this RFP and your ability to provide website management services implementation and associated services in accordance with the same.
· Describe your firm’s experience in providing similar website management services implementation and associated services to other clients, especially other governmental entities and/or similar public/private sector organizations. 
· Describe the business practices that enable you to complete these tasks in an efficient, timely and, at times, expeditious manner. 
· Provide a list of three references of clients for which your firm has performed similar work, as described in this RFP, within the past three years.

Proposed Scope of Work & Supplier Questions
[Enter company name]  (hereinafter referred to as ‘Company’ is having its Corporate Centre at [Location], various other offices (LHOs/ Head Offices /Zonal Offices/Global Link Services, Global Training Centre, etc. of company and branches/other offices, other exchange companies in available at various locations and managed by the company. This Request for Proposal (RFP) has been issued by the company for procurement of website management services  in the company. 

In order to meet the website management services requirements, the company proposes to invite tenders from eligible vendors as per details/scope of work mentioned in this RFP document. Bidder shall mean any entity (i.e. juristic person) who meets eligibility criteria given in this RFP and willing to provide the website management services as required in this bidding document. The interested bidders who agree to all terms and conditions contained in this document may submit their Bids with the information desired in this bidding document (Request for Proposal).

Requested formats
· Provide a description of the proposed approach/methodology that you will follow, along with a project plan and realistic timeline that identifies the phases and tasks required to complete the website management services. 
· Include in this section the deliverables and reports that will be provided, the project controls that will be used, and the tasks that will be performed.
· Provide a description of all of the deliverables that you will provide as an output of the project plan. 
· Provide relevant samples of deliverables and project plans from similar services that your firm was primarily responsible for producing.

Cost Submission
The information requested in this section shall constitute your cost submission. Proposers should not include any assumptions in their cost submission. Proposers should be direct in writing questions and answers of this RFP; any questions about whether a cost or other component is included or applies. 
· Provide information on revenue sharing, including volume tiers and basis points payout. Include how often revenue sharing is calculated and paid.
· Programming Fees
· Implementation Fees
· Vendor participation and enrolment fees
· List any and all fees not addressed above. 

The award shall be made to the qualified vendor whose proposal is most advantageous to
the [enter company name] with price and other factors considered. Other factors that may
contribute to the selection process include but are not limited to:
· Project approach and understanding of the company’s objectives and requirements
· Vendor’s implementation methodology and success
· Feedback from customer references
· Compliance with the company’s terms and conditions
· Ability to meet the company’s requirements
· Vendor’s training base and experience with organizations similar to the company

Evaluation Criteria
The evaluation process would consider whether the selected firm has requisite prior experience, resources and expertise to address [Enter company name]’s requirements process that has gone behind the preparation of the RFP response, the degree of clarity, and understanding of [Enter company name]’s stated objectives and the level of commitment.
· The evaluation team will evaluate the submitted proposals. The initial Technical and Functional Evaluation will be based on written responses to this RFP. 
· It is important that the responses be clear, concise and complete so that the evaluators can adequately understand all aspects of the proposal.
· The evaluators will consider the completeness of the proposal, how well the solution provider complied with the response requirements, responsiveness of solution to requests, the number and nature of exceptions (if any) the solution provider  takes to the terms and conditions, the total cost of ownership and how well the provider 's proposed solution meets the needs of the  [Enter company name] as described in the solution provider's response to each requirement and form.
·  As part of the evaluation, the  [Enter company name]  reserves the right to request additional information, ask for a demo, conduct conference calls to review the response, or take any other action necessary to perform a thorough and objective evaluation of each solution provider’s response. 
· This evaluation includes, but is not limited to conducting customer reference checks, visiting solution provider headquarters and reviewing any other information about the provider and its solution (e.g. performance, viability, technology, mergers and acquisitions, organizational changes, litigation, industry analyses, etc.)

This website management services provider assessment template is used by [Enter company name]  to compare and evaluate different vendors. It is categorized according to a predefined set of organizational criteria .

	Description
	Good
	Fair
	Poor

	Adherence to organizational standards

	Timeliness
	
	
	

	Completeness
	
	
	

	Overall Quality & Level of Professionalism
	
	
	

	Company Information

	Financial Viability
	
	
	

	Organizational Structure
	
	
	

	Experience with Similar Companies
	
	
	

	Partnerships
	
	
	

	References
	
	
	

	Project Understanding

	Overall Comprehension of Project Objectives
	
	
	

	Understanding of the Business Requirements
	
	
	

	Requirements

	Completeness of Vendor Response
	
	
	

	Vendor Ability to Meet Requirements
	
	
	

	Product Viability & History

	Product Roadmap
	
	
	

	Product Development Life-Cycle
	
	
	

	New Release Process
	
	
	

	Vendor Software Demonstration

	Solution Is Integrated.
	
	
	

	Aligns with Company Objectives
	
	
	

	Third-Party Products Shown
	
	
	

	Ease of Use
	
	
	

	System Performance
	
	
	

	System Ability To Handle Requirements
	
	
	

	Flexibility, Tailorability, Extensibility
	
	
	

	Security  
	
	
	

	Data Privacy
	
	
	

	Disaster Recovery Plan
	
	
	



The evaluation process is intended to help the  [Enter company name]  select the solution with the best combination of attributes, including but not limited to total cost of ownership, ease-of-use, performance, reliability, vision, flexibility, stability, sustainability, solution provider viability and capacity to successfully implement the selected applications.

Other Factors:
· Understanding the nature and extent of the services required.
· A specific outline of how the work will be performed.
· Awareness of potential problems and providing possible solutions.
· Special resources the team offers that are relevant to the successful completion of the project.
· Presentation, completeness, clarity, organization, and responsiveness of proposal. 

These Terms and Conditions describe the services that you will provide to, and perform for customers. These Terms and Conditions apply to services for standard website management, as defined herein, and are limited to the system configuration specified in a Statement of Work (“SOW”) or other ordering document (i.e., a quote, order, order acknowledgment or invoice) which contains a description of the system. 

All services and documentation shall be provided in English. If we perform any services outside the scope of the services — including, but not limited to, services requested by vendor in accordance with Out-Of-Scope, Errors or services required due to actions of the Terms and Conditions — such services will be rendered at vendor’s additional expense under a separate SOW; provided, however, that we shall not be obligated to perform any services outside the scope of the applicable services. Our obligation under these Terms and Conditions shall solely be to undertake the agreed services activities and not to achieve certain technical, economic, or other results.  

The services shall be governed by these Terms and Conditions, including any Annexes hereto, the quotation sent to vendors by [Enter Company Name] (“Quotation”), General Terms and any valid SOW, if applicable, between the parties. These documents comprise the entire agreement between Vendor and [Enter Company Name] with respect to Services for the Software or Systems supported by [Enter Company Name]. In case of conflict, the order of precedence is as follows: these Terms and Conditions, the General Terms, any SOW between the parties, and the Quotation.

Solution provider to answer the following:
1. Experience and Reputation i.e. years in business and use cases
2. Credentials and strength of resume
3. Expertise in delivering website management services in the Public Sector supported by examples.
4. Capacity to meet requirements (size, financial condition, etc.)
5. Location (geographical) i.e. ability to provide services across organization
6. Demonstrated ability to provide the mix of automated website management service required
7. Professional liability insurance - Provide evidence of professional liability insurance in the amount of <Enter Amount Range>
8. The signed and notarized Non-Collusion Statement provided with this RFP package

Due Diligence
The Bidder is expected to examine all instructions, forms, terms and specifications in this RFP and study the Bid Document carefully. Bid shall be deemed to have been submitted after careful study and examination of this RFP with full understanding of its implications. 

Each Bidder should, at its own costs without any right to claim reimbursement, conduct its own investigations, analysis and should check the accuracy, reliability and completeness of the information in this RFP and wherever felt necessary obtain independent advice. 

The Bid should be precise, complete and in the prescribed format as per the requirement of this RFP. Failure to furnish all information required by this RFP or submission of a Bid not responsive to this RFP in each and every respect shall be at the Bidder’s own risk and may result in rejection of the Bid and for which the [ENTER YOUR COMPANY NAME] shall not be held responsible. Any decision taken by [ENTER YOUR COMPANY NAME] as to completeness of the Bid and/or rejection of any / all Bid(s) shall be final, conclusive and binding upon the Bidder(s) and shall not be question / challenged by the Bidder(s).

The Bidder shall solely bear all expenses whatsoever associated with or incidental to the
preparation and submission of its Bid and the [ENTER YOUR COMPANY NAME] shall in no case be held responsible or liable for such expenses, regardless of the conduct or outcome of the bidding process including but not limited to cancellation / abandonment / annulment of the bidding process.
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[bookmark: _heading=h.26in1rg]Bid Evaluation Criteria & Submission Guidelines 

1. To meet the requirements, as spelt out in this Bid Document, the selected Bidder must have the requisite experience and expertise in providing services in the field of website management with the technical know-how, and the financial ability that would be required to successfully set-up the required infrastructure and provide the services sought by [ENTER YOUR COMPANY NAME].
2. The Bidder shall submit their offers strictly in accordance with the terms and conditions of the bid document. Any Bid, which stipulates conditions contrary to the terms and conditions given in the Bid Document, is liable for rejection. Any decision of [ENTER YOUR COMPANY NAME] in this regard shall be final, conclusive and binding on the Vendor.
3. The Bidders shall be short listed after the evaluation of their Technical Bids. Only the shortlisted Bidders will be permitted to participate in the Demo Phase. 
4. The Successful Bidder (L1) shall submit to the [ENTER YOUR COMPANY NAME] the price breakup for the Auction amount in the format as provided by the [ENTER YOUR COMPANY NAME]. If the price breakup is not submitted to the [ENTER YOUR COMPANY NAME] within 3 days from the date of the Auction, the [ENTER YOUR COMPANY NAME] reserve the right to reject the L1 Bidder’s Bid and make procurement from the L2 or L3 Bidder.
5. [ENTER YOUR COMPANY NAME] reserves the right to modify / amend the evaluation process at any time/ at any stage during the Bid process, without assigning any reason, whatsoever, and without any requirement of intimating the Bidders of any such change. Any time during the process of evaluation [ENTER YOUR COMPANY NAME]may seek specific clarifications from any or all Bidders.
6. The Bidder shall produce a self-declaration that-
· They are duly authorized persons to submit this undertaking 
· They have read and understood the RFP and have conveyed their absolute and unconditional acceptance to the RFP 
· They do not have any business relationship with [ENTER YOUR COMPANY NAME] including its directors and officers which may result in any conflict of interest between us and [ENTER YOUR COMPANY NAME]. They shall on occurrence of any such event immediately inform the concerned authorities of the same 
· They have submitted bid in compliance with the specific requirements as mentioned in this RFP
· They have provided with all necessary information and details as required by [ENTER YOUR COMPANY NAME] and shall provide with such additional information may be required by [ENTER YOUR COMPANY NAME] from time to time.
· Neither they nor any of their employee/director has been barred from providing the Services nor are they in negative list/blacklisted by any public sector [ENTER YOUR COMPANY NAME], statutory or regulatory or investigative agencies in [ENTER YOUR COUNTRY] or abroad in the last 5 years
· There is no vigilance and / or court cases pending against them/company and no inquiry or investigation pending against them from any statutory regulatory and / or investigation agency 
· All the information furnished in and as per the document submitted is true and accurate and nothing has been concealed or tampered with. They have gone through all the conditions of bid and are aware that they would be liable to any punitive action in case of furnishing of false information / documents. 
· They also undertake that, they were/are never involved in any legal case that may affect the solvency / existence of their organization or in any other way that may affect capability to provide / continue the services to us as they will further certified that they have not modified or deleted any text/matter in the RFP. Note: Bidder must comply with all the above-mentioned criteria as specified above and more elaborately. Non-compliance of any of the criteria can entail rejection of the offer. Photocopies of relevant documents / certificates should be submitted as proof in support of the claims made for each of the above-mentioned criteria and as and when the [ENTER YOUR COMPANY NAME] decides, originals / certified copies should be shown for verification purpose. The [ENTER YOUR COMPANY NAME] reserves the right to verify / evaluate the claims made by the Bidder independently. Any deliberate misrepresentation will entail rejection of the offer ab-initio.

The following submission guidelines & requirements apply to this Request for Proposal:
1. First and foremost, only qualified individuals or firms with prior experience on projects such as this should submit proposals in response to this Request for Proposal.
2. Bidders intent on submitting a proposal should notify the representative identified on the cover page no later than [DATE].
3. Bidders must list at least [NUMBER] projects that are substantially similar to this project as part of their response, including references for each. Examples of work should be provided as well.
4. A technical proposal must be provided that is not more than [NUMBER] pages. This technical proposal must provide an overview of the proposed solution as well as resumes of all key personnel performing the work. In addition, the technical proposal should provide a proposed schedule and milestones, as applicable.
5. A price proposal must be provided that is not more than [NUMBER] pages. This price proposal should indicate the overall fixed price for the project as well as hourly rates and an estimated total number of hours, should [COMPANY NAME] decide to award a contract on an hourly rate basis.
6. Proposals must be signed by a representative that is authorized to commit the bidder's company.
7. If you have a standard set of terms and conditions, please submit them with your proposal. All terms and conditions will be subject to negotiation.
8. Proposals must be received prior to [DATE] to be considered.
9. Proposals must remain valid for a period of [NUMBER] days.
10. [COMPANY NAME] anticipates selecting at least two individuals or firms to have more in-depth discussions with, and will make an award to one of these “down-selected” individuals or firms.
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[bookmark: _heading=h.35nkun2]Project Description

The purpose of this project is as follows:

Enter any other information below if required
1. [PURPOSE 1]
2. [PURPOSE 2]
3. [PURPOSE 3]
4. [PURPOSE 4]

The description of the project is as follows:

1. [DESCRIPTION 1]
2. [DESCRIPTION 2]
3. [DESCRIPTION 3]
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[bookmark: _heading=h.44sinio]Project Scope
The scope of the project entails [SCOPE OF WORK]. You may provide this in list or paragraph form. 

The purpose of this Request for Proposal (RFP) is to solicit proposals to provide website management services for organization and select external audiences that meet the company’s needs. Each proposal must be accompanied by a transmittal letter which briefly summarizes the proposing firm’s interest in providing the required professional services. The transmittal letter must also clearly state and justify any exceptions to the requirements of the RFP which the applicant may have taken in presenting the proposal. The [enter your organization] reserves the right to deny any and all exceptions taken to the RFP requirements.

The successful bidder will be responsible for [SCOPE OF WORK]. The criteria set forth below should be met to achieve successful completion of the project:

1. [CRITERIA 1]
2. [CRITERIA 2]
3. [CRITERIA 3]
4. [CRITERIA 4]
5. [CRITERIA 5]

Acceptance of the work is contingent on the following acceptance criteria:

1. [CRITERIA 1]
2. [CRITERIA 2]
3. [CRITERIA 3]
4. [CRITERIA 4]
5. [CRITERIA 5]
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[bookmark: _heading=h.z337ya]RFP & Project Timelines

The Request for Proposal timeline is as follows:
	Request for Proposal Issuance
	DD/MM/20XX

	Selection of Top Bidders / 
Notification to Unsuccessful Bidders
	DD/MM/20XX

	Start of Negotiation
	DD/MM/20XX

	Contract Award / 
Notification to Unsuccessful Bidders
	DD/MM/20XX



The need-date for project completion is [DATE]. Bidders may propose a date earlier or later, and will be evaluated accordingly.




[bookmark: _heading=h.3j2qqm3]






[bookmark: _heading=h.1y810tw]Budget

[COMPANY NAME]’s budget for the project is [DOLLAR AMOUNT].
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[bookmark: _heading=h.2xcytpi]Evaluation Factors

[COMPANY NAME] will rate proposals based on the following factors, with cost being the most important factor:
1. Responsiveness to the requirements set forth in this Request for Proposal
2. Relevant past performance/experience
3. Samples of work
4. Cost, including an assessment of total cost of ownership.
5. Technical expertise/experience of bidder and bidder’s staff

[COMPANY NAME] reserves the right to award to the bidder that presents the best value to [COMPANY NAME] as determined solely by [COMPANY NAME] in its absolute discretion.
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