RFP360 – RFP EXECUTIVE SUMMARY

RFP executive summary template

With examples and instructions
Dear <decision maker, executive, stakeholder name>,
In <month>, the procurement team
 issued a <RFP type> request for proposal (RFP) on behalf of the <business department or solution advocate>. The RFP was initiated to address challenges including <challenge #1, challenge #2>.  The proposed solution would enable <benefit #1, benefit #2 and benefit #3>.
RFP overview

In total, <number> vendors were invited to respond to the RFP and <number> qualified vendors responded. The proposals were evaluated based on the RFP criteria which included:

· <Criteria 1 (weight)> 

· <Criteria 2 (weight)>

· <Criteria 3 (weight)>

· <Criteria 4 (weight)>

· <Criteria 5 (weight)> 
Stakeholders scored sections corresponding with their expertise from <score scale>, with <number> being the best possible score. The top three vendors based on technical score are: <vendor 1, vendor 2, vendor 3>. The table below captures the final weighted score for each vendor.
	Company
	Criteria 1
	Criteria 2
	Criteria 3
	Criteria 4
	Criteria 5
	Total

	Vendor 1
	
	
	
	
	
	

	Vendor 2
	
	
	
	
	
	

	Vendor 3
	
	
	
	
	
	



Recommendation
Based on the scores, the stakeholders and procurement team unanimously recommend <selected vendor> is the best fit for our needs and should be awarded the contract. In addition to their leading scores in <criteria 1, criteria 2>, the vendor was <positive attribute 1 and positive attribute 2>. 
  

While their pricing was slightly higher than the other vendors, the proposed cost of <cost> was below the initial project budget. In addition, <consideration 1 and consideration 2> make them the ideal partner.
.
The proposal from <selected vendor> is valid until <date>. If approved, please respond in writing by <date>. Upon receipt of your response, the procurement team will begin vendor negotiations to secure favorable contract terms and ensure a speedy implementation with an expected completion date of <date>.
For additional details, RFP documentation or questions, please email or call <contact name>.
�Or replace with the name of your consultant or firm that conducted the RFP on behalf of the client.


�Update to match your criteria, for lower weighted items, combine into a Misc. category to keep it simple.


�Provide additional information about the proposed vendor. Particularly if there were compelling factors or considerations not reflected in the scoring.





