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1
Executive Summary

[COMPANY NAME], a [DESCRIPTION OF YOUR BUSINESS], is in need of a learning and development vendor to provide services for [DESCRIPTION OF LEARNING SERVICES NEEDED]. The company is accepting proposals in response to this Request for Proposal (RFP) in order to find a qualified vendor to provide [DESCRIPTION OF LEARNING SERVICES].

Our goal is to:

1. [GOAL 1]

2. [GOAL 2]

3. [GOAL 3]

All prospective vendors must follow the established guidelines set forth in this proposal. Our objective is to locate a qualified vendor resource that will provide the best overall value to [COMPANY NAME]. While price is a significant factor of a winning proposal, other factors will be considered to form the basis of our award decision. For additional information, please refer to the Evaluation Factors section of this RFP.

We respectfully request that vendors respond with an intent to bid or not to bid (along with the signed MNDA) by no later than [BID/NO BID DATE] to [NAME@COMPANY.COM]. Final submissions are due by [DATE | TIME | TIME ZONE].

For additional key dates, please review the Proposal Schedule/Key Dates section.

2
Introduction & Background

[COMPANY NAME], is a [PUBLICLY/PRIVATELY HELD] [INDUSTRY I.E., FINANCIAL SERVICES] organization with [# OF EMPLOYEES] in [# OF COUNTRIES].

We provide [TYPES OF PRODUCTS/SERVICES] to [CUSTOMER BASE].

Our mission is to [MISSION STATEMENT].

3
RFP Purpose

The purpose of this RFP is to locate a qualified learning partner to assist [COMPANY NAME] in implementing [THIS LEARNING PROJECT or FOR LONG-TERM LEARNING PARTNER ARRANGEMENT]
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4
Administrative Information

4.1
Proposal Schedule / Key Dates

	
	Item:
	
	
	Date Due:
	

	
	
	
	
	
	

	
	Release and Distribution of RFP
	
	[MM/DD/YYYY]

	
	Date to Receive Bid/No Bid Responses
	
	[MM/DD/YYYY]

	
	Deadline for Questions
	
	[MM/DD/YYYY]

	
	Answers to Vendors’ Questions
	
	[MM/DD/YYYY]

	
	Deadline for Submissions
	
	Include date, time and time zone

	
	Date Finalists Will Be Notified
	
	[MM/DD/YYYY]

	
	Date of Finalists Presentations
	
	[MM/DD/YYYY]

	
	Date Winning Vendor(s) Will Be Selected
	
	[MM/DD/YYYY]

	
	Date Unsuccessful Bidders Will Be Notified
	
	[MM/DD/YYYY]

	
	Date Vendor Proposals Must Remain Active Until
	
	[MM/DD/YYYY]

	
	
	
	
	
	


4.2
Proposal and Submission Requirements

The following submission guidelines & requirements apply to this Request for Proposal:

1. Only qualified individuals or firms with prior experience on projects such as the one outlined in this RFP should submit proposals in response to this Request for Proposal.

2. Qualified vendors who intend to submit a proposal should notify the representative identified on the cover page no later than [DATE].

3. Vendors 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 appropriate.

4. Vendor’s must provide an overview of the proposed solution as well as resumes of all key personnel performing the work. In addition, the proposal should provide a proposed schedule and milestones, as applicable.

5. Responses must be received on or prior to the submission due date of [DUE DATE/TIME]. Any responses received after the scheduled due date will be considered invalid.

6. Responses should be emailed to [NAME@COMPANY.COM] with [# OF HARD COPIES] mailed to

[COMPANY/CONTACT/ADDRESS/CITY/STATE/ZIP CODE].

7. Proposals should be [8 ½ x 11, bound, and include a cover letter, executive summary].

8. All sections of the RFP must be completed. If a section is not applicable, please state N/A in the section or indicate why you cannot answer the question.

9. Both electronic and hard-copy submissions must be signed and dated by a representative who is authorized to act on behalf of your company.
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10. Please submit responses in [INDICATE THE FORMAT YOU WISH TO USE, E.G., WORD, PDF, EXCEL, POWERPOINT, ONLINE PORTAL, ETC.].

11. [COMPANY NAME] [WILL/WILL NOT] allow questions prior to or after the Q/A period.

12. [COMPANY NAME] anticipates selecting at least [X#] of individuals or firms to have more in-depth discussions with. We will make an award to one of these “down-selected” individuals or firms.

4.3
Proposal Review Process

All responses will be reviewed by [PROPOSAL REVIEW COMMITTEE]. Vendors may be required to answer additional questions in order to be down-selected.

4.4
Contact Names

Questions about this RFP may be directed to:

[CONTACT NAME(S)]

[TITLE]

[EMAIL ADDRESS]

[PHONE NUMBER]

5
Project Overview

5.1
Business Need / Business Driver

When describing the learning project, outline the reasons why you need this project done now (or in the timeline noted). Is there a system or process that is being updated? How will not implementing this learning project impact the business? Offer up some information surrounding the current state of the business and where you expect the company to be after the project is completed.
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[COMPANY NAME] is currently experiencing [WHAT IS THE BUSINESS ISSUE YOU ARE TRYING SOLVE WITH THE TRAINING] – I.E., A MERGER, LOW SALES, HIGHER THAN AVERAGE SERVICE CALL VOLUME, CULTURE CHANGE, ETC.] and is seeking a vendor with experience and background in [SERVICE YOU EXPECT FROM THE VENDOR] to drive our intended performance results (see Learning Objectives/Performance Goals section). The learning initiative is being driven by [KEY STAKEHOLDERS / DEPARTMENT(S)].
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5.2
Project Description
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In this section, provide general information about the project. Try to keep this section focused on the main goals or purpose of the training in order for bidders to come up with their own creative solutions / methodologies to meet your end goals.
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5.3
Learning Objectives / Performance Goals / How Success Will Be Measured

As stated, [COMPANY NAME] is currently experiencing [BUSINESS NEED]. The goal of this training initiative is to improve individual performance in the areas of [X, Y, and Z]. At the end of this program, learners will be expected to:

· [LEARNING OBJECTIVE 1]
· [LEARNING OBJECTIVE 2]
· [LEARNING OBJECTIVE 3]
Corresponding company success shall be measured by:

· [COMPANY PERFORMANCE GOAL 1] within X timeframe (post training)
· [COMPANY PERFORMANCE GOAL 2] within X timeframe (post training)
6
Assumptions and Constraints


[Assumptions may include: How the vendor relationship will be governed, the expected number of full-time equivalents (FTEs) and required skill sets needed to fulfill the needs of the project, and whether the vendor will be allowed to make needed adjustments to the solution.]


[Constraints may include things such as time, budget, resources, language barriers, and technology.]

6.1.1
Budget

[COMPANY NAME]’s budget for the project is [DOLLAR AMOUNT].

6.1.2
Expected Project Start and Completion Date

The project is slated to start on [MM/DD/YYYY] and end on [MM/DD/YYYY]

6.1.3
Anticipated # of Resources Needed

We expect to need [# of Instructional Designers], [# of Trainers/Facilitators], etc.

6.1.4
Required Skill Sets of Vendor

The vendor is required to have [X years/project experience/industry experience, etc.]

6.1.5
Location of Vendor

The vendor should have resources within [X] miles of [COMPANY NAME]’s location(s)

6.1.6
Technology Requirements


Identify what specific technologies (and versions) the vendor needs to have proficiency or skill-sets in. This can relate to the actual technologies to be used in training program itself, or the tools required to develop the training program.
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6.2
Project Governance

6.2.1.1
Framework

6.2.1.2
Roles and Responsibilities


Create a RACI matrix or other chart outlining responsibilities of both your company and vendor.


6.2.1.3
Stakeholder Engagement and Communications


Define how project stakeholders are to be communicated with and how often.

6.2.1.4
Meetings


How often, who must be involved, meeting format, time allotment, etc.

6.2.1.5
Reporting Requirements


Identify any specific reports your company will require, at what frequency, and how they are to be disseminated.


6.2.1.6
Risk and Issue Management

Ask vendors about their risk management and issue management processes as well as escalation procedures.


6.2.1.7
Assurance


Resources responsible for Assurance should be capable of providing advice, guidance and support in the implementation of governance processes


6.2.1.8
Project Management Control Process

Identify what tools or processes are to be used in the project management process to ensure deliverables are kept to their proposed timeline, scope, and budget.


7
Learner Demographics

Learner demographics included in this initiative are comprised of the following groups, locations, and experience levels:

	
	Location
	
	
	# of Participants
	
	
	Departments
	
	
	% Manager vs.
	
	
	Topic Experience
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	Non-Manager
	
	
	(%Beginner /
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	% Intermediate /
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	% Advanced)
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8
Scope of Work

The scope of the project entails [provide scope of work here or a bulleted list].

· [ITEM 1]
· [ITEM 2]
· [ITEM 3]
The successful bidder will be responsible for [provide more on scope of work here].

· [ITEM 1]
· [ITEM 2]
· [ITEM 3]
8.1
Product/Service Requirements:

	
	Course Title
	
	
	Course Description
	
	
	Learning
	
	
	Interactivity
	
	
	Service
	
	
	Service
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	Modality
	
	
	Level
	
	
	Needs
	
	
	Description
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



8.2
Content / Training Material Requirements:

	
	Description:
	
	
	Details:
	

	
	
	
	
	
	

	
	Number of New Courses to be Developed
	[#]
	

	
	Number of Existing Courses to be Revised/Updated/Converted
	[#]
	

	
	Number of Courses Requiring Regular Updating
	[#]
	

	
	Responsible Party for Updating Content (if Vendor is responsible,
	
	[VENDOR/COMPANY]

	
	provide updating schedule)
	
	
	

	
	Content Customization Requirements
	
	[FULLY CUSTOMIZED, SEMI-

	
	
	
	
	CUSTOMIZED, BRANDED,

	
	
	
	
	ETC.]

	
	Desired Learning Modalities
	
	[# ILT,

	
	
	
	
	# ELEARNING,

	
	
	
	
	# BLENDED, ETC.]

	
	Development Technologies to be Used
	
	[PROGRAM/VERSION]

	
	Responsible Party for Uploading Content to LMS
	
	[VENDOR/COMPANY]
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9
Project Success Criteria

The criteria set forth below should be met to achieve successful completion of the project:

1. [CRITERIA 1]

2. [CRITERIA 2]

3. [CRITERIA 3]

10 Acceptance of Work

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

1. [CRITERIA 1]

2. [CRITERIA 2]

3. [CRITERIA 3]


Acceptance criteria is generally used for fixed-price jobs. It provides the criteria for completion of the entire project, or phases/milestones of the project. Acceptance criteria will help ensure you are getting what you pay for.


11 Project Timelines / Completion Dates

Each aspect of the project should have its own expected completion date. Be clear where these specific milestones are so your vendors can plan accordingly, or even push back if your deadlines appear unrealistic. The number of expected review cycles can be included in this section. This section can often be grouped into the Acceptance of Work section.


	
	Project Deliverable
	
	
	Expected Start Date
	
	
	Expected Completion Date
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


12 Terms and Conditions


In this section, outline things such as:

· Contract length
· Delivery penalties
· Warranty information
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· How change requests will be handled
· Insurance requirements
· Who is responsible for the cost of preparing the response to the RFP (including any travel and expenses)
13 Project Pricing / Payment Terms

Please include a pricing proposal that is not more than [NUMBER] pages. This pricing proposal should indicate the overall fixed price for the project as well as hourly and daily rates and an estimated total number of hours, should [COMPANY NAME] decide to award a contract on an hourly/daily rate basis.

Please differentiate between one-time costs and recurring costs.

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.


You may also wish to include the payment terms you are seeking from the vendor in this section.


Include what currency you expect to pay the vendor in (if working with vendors outside the U.S.)

14 Appendices / Other Material

Please include the following as appendices to your proposal:

o Pricing Proposal
o Case Studies or Description of Similar Work Performed o Work Samples
o References from at least [TWO] companies where you performed work of a similar nature:

· First/Last Name, Company Name, email and phone number
o Any other information that you deem is appropriate for us to know as it relates to this
RFP

15 Confidentiality Clause / Mutual Non-Disclosure Agreement (MNDA)

Having a confidentiality clause in place assures both parties that the details of the project, as well as the details of the proposal, will not be shared with others who are not a party to the process… including other bidders on the project, competitors, incumbent vendors, etc.
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*Be sure to attach your company’s MNDA as an Appendix to the RFP and get it executed by both parties at the beginning of the process as part of the Bid/No Bid response.


16 Vendor Evaluation Factors


In this section, tell the bidders what criteria you will be rating them on.


Letting vendors know what criteria they will be evaluated on will demonstrate to them what you care about most, resulting in getting more of the types of proposals that you’re seeking.


[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

5. Technical expertise/experience of vendor and vendor’s staff

[COMPANY NAME] reserves the right to award the project to the vendor that presents the best value and learning solution to [COMPANY NAME] as determined solely by [COMPANY NAME] in its absolute discretion.

[COMPANY NAME] Representative:

[POC NAME]

[POC EMAIL]

[POC PHONE]
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17 INSTRUCTIONS ON USING THIS TEMPLATE (please read first)

This template was designed as a guide to help companies create a successful Learning and Development RFP. The template is fully customizable and contains sections you may wish to include or exclude to meet your company’s specific needs.

Instructions:

· Change template colors to match your branding guidelines.
· Enter Your Project Name and Company Name in the Header.
· Find and Replace COMPANY NAME throughout the document with your company name.
· Replace the icon in the footer with your company logo.
· Sections appearing in light blue background contain information for your reference only and should be deleted prior to sending out your RFP.
· You should add or delete information, notes, or sections as required.
· Use section headers to define each new section (Heading 1, Heading 2, etc.)
· Review each section thoroughly and complete each section as needed.
· Fill in appropriate text within the brackets or create your own text in each section.
· After deleting or adding sections, to adjust the page numbers, update the Table of Contents by double clicking on the Table of Contents and clicking Update Entire table.
· Rename your RFP and make save in PDF format.
NOTE: By using this template, you agree that the information contained herein is for informational purposes only. No information (or possible omissions) contained in this template shall be considered legal advice and no attorney-client relationship is established.

DELETE THIS PAGE UPON COMPLETION OF TEMPLATE.
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