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A. Introduction


[Your organization name] Background

Include a short company overview. Include information such as a brief history, industry background, company size, number of employees, web address, etc.

Project Purpose
Outline for providers the business reasons for needing a custom e-Learning solution. After the         requested learning experience, what should the audience know? How should their performance improve? What results will the improved performance produce?


Project Scope
Define, specify and quantify what the project will require from the providers. Consider solutions consulting, needs analysis, instructional design, interface and graphic design, media production, course development, LMS integration and evaluation. Define responsibilities of in-house staff vs. provider. If the requested e-Learning course is based on an existing course in a different format, describe the existing course in terms of format, length and delivery.                                                                               Specify technologies, media formats, bandwidth restrictions, learner systems and deliverables for each phase. For multimedia elements, specify talent (professional actors, models, narrators, employees or other), video locations and other special requirements. Specify existing content and media elements that can be used. Specify the desired approach to embedded assessments.                                              Quantify as much as possible, the length of the learning experience, the expected number of screens, the length and number of multimedia elements, the level and type of interactions and any other measurable requirements.

B. Provider Instructions


Schedule for Evaluation Process


Provide an expected timeline for the evaluation and decision-making process. For example:                                          RFP distributed to providers


Date                                                                              Deadline for providers written question                Date                                                                                                Responses to written question                                Date                                                                                                  Deadline for RFP responses


Date                                                                                        Provider demonstrations/presentations

Date                                                                                       Selection of provider/contract negotiation
Date

Number of Copies & Contact Information

Please submit ___ original copies and an electronic copy (on disk or via e-mail) of your proposal, including all supporting documentation, to:

Name                                                          






                     Company 
Address 
City, State, ZIP 
Phone
E-mail

Please contact _______________________ at __________________ or via e-mail at _______________ with any questions about the RFP.


Production Samples


Outline how you would like to review work samples, i.e. DVD, web links.

Confidentiality


Include a confidentiality statement if deemed necessary. 

Notifications

Describe how and when providers will be notified regarding requests for additional information, formal presentations and the outcome of the selection process. 


C. Basis of Award


Outline the criteria used to evaluate each RFP response. Provide as much detail as possible. This will help providers understand what is important and address needs accordingly. Areas to consider include: 
• Company Qualifications
• Learning solution 
• Technical approach 
• Prior experience and work samples 
• Client references 
• Cost proposal
D. Provider Proposal
The response to this RFP should be divided into the following sections:


Company Overview


• Provide contact information for the principle individual(s) to be contacted regarding the              information in this RFP. 
• Provide a brief company history, years in business, number of employees and office locations.
• Describe the company’s custom e-Learning solutions and how they fit with other company offerings. 
• List top clients and services provided to them 
• List any awards or industry recognitions

Learning Solution


• Describe approach to the scope of this project. Define the roles of the staff involved.

• Describe the creative and instructional approach that will be used to engage the learner and ensure learning. Describe the learning experience and primary interactions.

• Describe your approach to assessing learning comprehension


Technical Solution


• Describe the software and skills that will be employed in interface design, media production and e-Learning development. Define the roles of the staff involved.
• Define deliverables and review process.

• Define timeline and project management approach.
Contracting & Pricing


•   Provide a breakdown of the project costs aligned with the proposed learning and technical solution.

•   Provide any standard terms of agreement.

Customer References


Please provide 3 references of organizations who have utilized your custom e-Learning development services. Include the contact name, title, company name, address, phone number and email address for each reference.

Additional Information


Please attach any additional information that will provide helpful information about your company’s capabilities and proposed solution.
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