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[Project Name] Request for Proposal
[Organization Name]

Introduction
[Provide a brief overview of the purpose of the project, current staff and user pain points, outlining why the project is a priority now, project objectives and goals, ideal qualities of the selected vendor]
RFP Process Contact: [Name, Title, Email, Phone] 
About [Organization Name]	
[Share your organizational overview, mission, types of constituents served with quantities and demographics, key areas of focus (e.g., advocacy, education, membership, events, certification), applicable financials]
Project Background & Strategic Alignment
[Detail project drivers, pain points, limitations with current website/application, content hierarchy challenges, user or stakeholder feedback, alignment with strategic plan or upcoming priorities, project success criteria]
Internal Stakeholders
· [Name, Title, Project Role]
· [Name, Title, Project Role]
· [Name, Title, Project Role]
· [Name, Title, Project Role]
· 
Project Scope
Key Activities
A successful project will include the following key activities:
[List known desired activities with explanations where needed, such as…]
· Strategic planning phase
· User research
· User experience and user interface design [note if interface design should follow existing brand and include brand guidelines in an attachment. If not, note plans for rebranding.]
· Usability testing
· Development
· Quality assurance and user acceptance testing
· Launch planning and execution
· Post-launch support planning
Functional Requirements
Final deliverables should include:
[List known functional requirements with explanations where needed, such as…]
· [Any known code language requirements/preferences]
· CMS implementation including:
· Personalization capabilities
· SEO management
· Content creation and publishing roles, workflows, approval processes
· Media management
· Multisite or multilingual support
· AI capabilities
· [include other known CMS capabilities including hosting model if already decided]
· Google Analytics tracking set up
· [Any goals or requirements regarding accessibility]
· Search implementation [note goals or requirements such as semantic search, filters, federated search]
· Events calendar
· Blog
· Member directory
· Microsites or subsites for departments, conferences, or programs
· Member portal
· Integration with [xyz AMS, CRM, LMS, etc.] system[s] [outline known integration requirements or goals, including any known replacement or upgrade plans. Also note where systems are actually integrated and how data will be passed back and forth. If a system or application is simply linked to from the website, that is not an integration.]
· [Any future phase or evolution goals post initial launch]

[If your solution currently does something today that you would like the new solution to do, be sure to include it in this list.]
Budget
Project budget: [Budget range—providing even a ballpark ensures aligned proposals and be sure to note if the budget depends on phases or fundraising]
Annual post-launch support: [Budget range—typically 30%+ of the initial budget, pending scope]
Timeline
[Share any timeline goals or requirements, whether you are interested in phased or iterative launch strategies, known events or reasons that influence the timeline such as an annual conference, grant deadline, rebrand, leadership change, etc., blackout periods where key stakeholders are unavailable]
Proposal Information Request
Please submit the following information to [RFP Process Contact Name, Email].
[List known any information desired in proposals, such as…]
Proposed Solution
· Proposed solution including activities, deliverables, cost, and timeline
· Any other activities or deliverables you recommend beyond our suggested inclusions
· Unique benefits of your proposed solution
· Ongoing support plan post-launch, including costs

Process and Relationship
· Type of team assigned to the project including roles and responsibilities
· Project management process with benefits and tools
· Usability testing process with benefits and tools
· Quality assurance and user acceptance testing process with benefits and tools

Organization and Experience
· Brief company history including any differentiators and industry experience
· Experience with [AMS, CRM, LMS, etc. listed above], including depth of knowledge of integration capabilities and breadth of implementations
· Recommended CMS with reasoning specific to this project, differentiators, and experience implementing
· Case studies similar to this project


RFP Timeline
RFP Release: [Date—typically to a pre-vetted list of 3 – 10 vendors]
Optional calls to answer questions: [Dates—typically 30 – 60min with core team the week following release]
Proposals due: [Date—typically three weeks following question calls]
Finalists notified: [Date—typically three finalists, one to two weeks from proposal due date]
Finalist interview/presentations: [Dates—typically 90min per finalist, in person, two weeks after finalist notification]
Vendor selection: [Date—typically one to two weeks from final presentation]
Evaluation Criteria
All proposals will be evaluated using the following criteria:
[Align these criteria with the Proposal Information Request and RFP Scoring Template.]
Understanding of Needs
Industry Experience
Strategic Approach
Design Expertise
Technical Expertise
Testing Procedures
Team & Communication
Timeline
Cost & Value
Post-Launch Support
Innovation & Flexibility

All information contained in this Request for Proposal (RFP) is confidential and proprietary to [Organization Name]. It is provided to prospective vendors solely for the purpose of preparing a response to this RFP and may not be disclosed to any third party or used for any other purpose without prior written consent from [Organization Name].
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