Elements of a Request for Proposal


A good RFP may contain the following information:

· Statement of purpose, including definition of the project 
· Background information on the project
· Description of your organization
· Statistics and demographics related to target area and population
· Tasks to be accomplished
· Expected outcomes
· Specific duties (optional)
· Timeline
· Performance monitoring standards or reporting requirements
· List of deliverables/finished products
· Contract details, including intellectual property ownership of materials
· Contractual terms and conditions, standard contracting forms, assurances, etc.
· Period of performance
· Payments, incentives, and penalties
· How to submit a proposal
· Submission address 
· Submission deadline
· Person to contact with questions
· Expected decision date
· List of all documents and information an applicant must submit

