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What is an RFP?
❖ RFP stands for Request for Proposal 

➢ Formal solicitation process for professional services involving 
Individuals or firms that provide temporary special services in 
areas such as finance, engineering, architect, technical, etc.
■ i.e. Staff Augmentation, IT Project Planning, System 

Implementations, Managed Services, etc.
➢ Award is based on a combination of evaluation criteria such as 

experience, technical expertise and pricing. 
➢ Recommendations are usually made by a committee instead of 

an individual



Why an RFP?
❖ Procuring professional services 

or technology, and price is not 
the sole determining factor

❖ Allows flexibility in evaluation 
through weighted criteria

❖ Allows District to acquire 
innovative solutions which 
leverage the expertise of the 
supplier community



Components of an RFP? 
➢ What documents do you need? 

■ Minimum Qualifications
■ Evaluation Criteria
■ Submittal Requirements
■ Statement of Work
■ Pricing Requirements



MINIMUM 
QUALIFICATIONS



Minimum Qualifications
➢ Clearly identifies the required knowledge, skills, experience and 

abilities that must be possessed by the proposer/resource
■ How many years of experience 
■ What types of licenses and/or certifications
■ Unique/special District requirements
■ Aligns with industry standards/best practices

➢ Scored as either “Pass” or “Fail”
➢ Ensures that only “qualified” firms/resources move forward in the 

evaluation process



Minimum Qualifications 
❖ Examples
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❖ Examples



EVALUATION 
CRITERIA



Evaluation Criteria 
➢ Provides transparency and articulates the factors to be considered 

during the evaluation process
➢ Used to assess what a proposer can bring to the table and how well 

their proposal meets your goals, budget, and service requirements
➢ Provides a scoring metric/weights/important areas/sections 

including District-mandated items
■ Small Business Participation
■ Work-based Learning Partnership Plan

➢ Should not show bias or preference to incumbent vendors; must be 
fair and equitable to all parties involved



Evaluation Criteria  
❖ Examples
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SUBMITTAL 
REQUIREMENT



Submittal Requirements 
➢ Must be clear and directly tied to the evaluation 

criteria and statement of work requirements
➢ Opportunity for the proposer to show:

■ how they meet requirements, 
■ show vendor skills and qualifications, as well s, 

strong past performance doing similar work
■ what budget they can offer,

➢ Can be a submitted as a long narrative or a checklist or 
short answer responses in a questionnaire format



Submittal Requirements  
➢ Includes providing: 

■ Resumes and organizational charts
■ Project timelines, schedules and Gantt charts
■ Technical and functional responses
■ Other plans i.e. security, rollout, training, etc. 



Submittal Requirements  
❖ Submittal Requirement (Examples)
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Submittal Requirements 
❖ Examples



STATEMENT OF 
WORK



Statement of Work 
➢ A SOW should be drafted in clear, simple, and concise 

statements 
➢ All requirements should be described in sufficient detail to 

assure clarity. 
➢ There should never be a question as to what work is to be 

completed, or what the contractor is obligated to do – nothing 
should be implied.

➢ Every effort should be made to avoid being ambiguous. 
➢ Requirements should be clearly stated to easily determine 

compliance to the contract.



Statement of Work  
❖ Components of a Statement of Work

1. A general statement of the scope or extent of the work to 
be performed. 

2. The period of performance of the work. 
3. The place for performance of the work. 
4. Reference documents, procedures, or specifications 

governing the work to be performed.



Statement of Work
        5.   The specific work requirements: 

a. A detailed statement of the purpose, objective or goals to be 
undertaken by the vendor 

b. The job classification or approximate skill level of the personnel 
c. All significant data deliverables 
d. All materials to be developed by the vendor and delivered to 

the District 
e. An estimated time schedule for the provisioning of these 

services by the vendor. 
f. Completion and Acceptance criteria for the work to be 

performed. 



Statement of Work 
6.  Management or administrative requirements of the work. 

7.  Compliance or Progress Reporting requirements. 

8.  Contract Completion or Close-out requirements.



Sample 
Statement of Work 
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PRICING 
REQUIREMENTS



Pricing Requirements
❖ Pricing Requirement

➢ Includes pricing instructions on how to structure of pricing 
components

➢ Standardizes pricing submittals for an even comparison amongst 
the vendors

➢ Allows District to gauge “reasonableness” and “realism” of 
submitting pricing

➢ District can develop negotiation strategies to target pricing 
reductions 



Pricing Requirements
❖ Examples



Pricing Requirements
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End of Presentation


