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PROJECT & PROGRAM MANAGEMENT CONSULTING SERVICES
REQUEST FOR PROPOSAL TEMPLATE
Enterprise & Public Sector Professional Services Procurement
STANDARD HUMAN-EDITABLE EDITION
	Issuing Organization
	[ORGANIZATION NAME]

	RFP / Solicitation No.
	[RFP NUMBER]

	Engagement / Project Name
	[ENGAGEMENT NAME]

	Issue Date
	[DATE]

	Proposal Due
	[DATE / TIME / TIME ZONE]


Free professional procurement template from AdamEvans.co
Customize with your procurement, legal, executive, operational, finance, security/privacy and other applicable stakeholders before release.
Need help defining a consulting mandate or executive-ready scope? Explore Consulting Services
This template is a procurement-planning resource, not legal advice. Adapt it to your organization’s policies, applicable law, contracting rules and delegated authority.


[bookmark: howto]How to Use This Template
This template is designed for enterprise and public-sector procurement of project and program management consulting services. It provides a professional starting framework for defining the mandate, requesting comparable proposals, evaluating qualified consultants or firms, and establishing commercial expectations. It should be adapted to the issuing organization’s procurement method, jurisdiction, delegated authority, policies and approved contract terms before release.
	PROCUREMENT ADAPTATION REQUIRED
Confirm that the planned engagement is properly structured as contracted professional services rather than an employment position. Public-sector and regulated organizations may also be subject to entity-specific procurement, public-records, accessibility, insurance, privacy/security, conflict-of-interest and approval requirements.



Recommended workflow:
1. Confirm the business problem, executive sponsor, procurement method, budget authority and desired outcomes.
2. Gather verified background documents, current-state information, relevant policies, prior studies and known constraints.
3. Complete the scope, deliverables, schedule, pricing model and evaluation methodology.
4. Identify which requirements are mandatory, rated, optional or vendor-recommended.
5. Complete procurement, legal, finance, security/privacy and executive review as applicable.
6. Release the solicitation with a documented question period and addenda process.
7. Evaluate proposals only against the published criteria and approved procurement rules.
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[bookmark: s1]1. Procurement Administration
	FIELD
	INFORMATION

	Issuing Organization
	[LEGAL / OPERATING NAME]

	RFP / Solicitation Number
	[NUMBER]

	Engagement Name
	[NAME]

	Procurement Contact
	[NAME / TITLE / EMAIL]

	Executive / Business Sponsor
	[NAME / TITLE]

	Issue Date
	[DATE]

	Questions Due
	[DATE / TIME / TZ]

	Proposal Due
	[DATE / TIME / TZ]

	Submission Method
	[PORTAL / EMAIL / OTHER]



1.1 Procurement Schedule
	MILESTONE
	TARGET DATE
	NOTES

	RFP issued
	[DATE]
	

	Optional bidder briefing
	[DATE / N/A]
	[Optional / mandatory]

	Questions due
	[DATE / TIME / TZ]
	

	Final addendum / responses
	[DATE]
	

	Proposals due
	[DATE / TIME / TZ]
	

	Interviews / presentations
	[DATE RANGE / N/A]
	

	Anticipated award
	[DATE]
	

	Target kickoff
	[DATE]
	



1.2 Communications & Procurement Rules
Direct all solicitation communications to the designated procurement contact unless otherwise stated.
Treat oral interpretations as non-binding unless confirmed by written addendum.
Require bidders to identify actual personnel who will perform the work and disclose subcontractors.
Replace any reservation-of-rights language with wording approved by procurement/legal.
[bookmark: s2]2. Organization & Engagement Background
Provide concise background that materially affects the engagement. Focus on the operating environment, mandate, affected business units, relevant prior initiatives and why external consulting support is being considered.
	BACKGROUND AREA
	ORGANIZATION INPUT

	Organization mandate / business context
	[INPUT]

	Affected departments / business units
	[INPUT]

	Executive sponsor / governance context
	[INPUT]

	Prior or related initiatives
	[INPUT]

	Reason external consulting support is required
	[INPUT]

	Known sensitivities / constraints
	[INPUT]



[bookmark: s3]3. Business Problem, Objectives & Success Measures
Describe the problem or opportunity in outcome terms. Avoid prescribing a solution unless a specific decision has already been approved.
	ELEMENT
	DEFINITION

	Business problem / opportunity
	[WHAT NEEDS TO CHANGE?]

	Primary objectives
	[3-6 VERIFIED OBJECTIVES]

	Desired outcomes
	[WHAT SHOULD BE DIFFERENT?]

	Success measures / KPIs
	[MEASURES / TBD]

	Out-of-scope outcomes
	[IF APPLICABLE]



[bookmark: s4]4. Current State, Existing Materials & Constraints
List source materials and constraints the consultant can rely on. Providing reliable baseline information reduces bidder assumptions and improves comparability.
	ITEM
	STATUS / DETAILS

	Existing strategies / plans / studies
	[AVAILABLE / NOT AVAILABLE / TBD]

	Systems / data / analytics / project records
	[AS APPLICABLE]

	Policies / standards / brand / governance materials
	[AS APPLICABLE]

	Existing vendors / partners / contracts
	[AS APPLICABLE]

	Budget or financial constraints
	[VERIFIED RANGE / TBD]

	Schedule / deadline constraints
	[VERIFIED DATES / TBD]

	Security / privacy / accessibility constraints
	[VERIFIED REQUIREMENTS / TBD]



[bookmark: s5]5. Scope of Consulting Services
The selected consultant will provide senior project and/or program management services to establish delivery control, governance, reporting and stakeholder coordination across a complex initiative or portfolio.
	SERVICE COMPONENT
	POTENTIAL REQUIREMENT

	Mobilization & planning
	Validate objectives, scope, stakeholders, workstreams, milestones, resources, assumptions and delivery dependencies.

	Governance & PMO
	Establish or strengthen governance, decision rights, steering structures, reporting standards and delivery cadence.

	Schedule & dependency management
	Develop and maintain integrated plans, critical dependencies, milestones and decision gates.

	RAID & change control
	Manage risks, assumptions, issues, dependencies, decisions and scope/change requests.

	Vendor & stakeholder coordination
	Coordinate internal teams, external suppliers, implementation partners and executive stakeholders.

	Executive reporting
	Provide concise status reporting, escalations, decisions required, financial/schedule visibility and outcome tracking.



	SCOPE CONTROL
The final RFP should distinguish mandatory services, optional services and consultant-recommended services. Avoid requiring every possible activity if it is not necessary to achieve the engagement outcomes. Core focus areas for this template include project governance, program delivery, PMO, RAID management, vendor coordination, executive reporting and delivery oversight.



[bookmark: s6]6. Consulting Methodology & Work Plan
Require bidders to explain how they will move from discovery to recommendations and implementation support. The approach should be proportionate to the engagement rather than a generic consulting methodology.
	PHASE
	BIDDER SHOULD ADDRESS

	Mobilization
	Kickoff, source review, stakeholder plan, working assumptions and detailed work plan.

	Discovery / assessment
	Research, interviews, analysis, workshops and evidence-gathering.

	Analysis / development
	How findings will be synthesized into options, priorities and recommendations.

	Validation
	How draft findings will be tested with stakeholders and decision-makers.

	Finalization
	How deliverables will be refined, approved and handed over.

	Optional implementation support
	How advisory / oversight services would continue after strategy or planning.



[bookmark: s7]7. Stakeholder Engagement & Workshop Requirements
	REQUIREMENT
	ORGANIZATION INPUT / BIDDER RESPONSE

	Stakeholder groups
	[EXECUTIVES / STAFF / BOARD / COUNCIL / PARTNERS / CUSTOMERS / OTHER]

	Interview expectations
	[NUMBER / ROLES / TBD]

	Workshop expectations
	[NUMBER / FORMAT / TBD]

	Executive / board presentations
	[REQUIRED / OPTIONAL / TBD]

	Accessibility / accommodation
	[REQUIREMENTS]

	Engagement documentation
	[NOTES / SUMMARIES / DECISION LOGS / OTHER]



[bookmark: s8]8. Deliverables & Acceptance Criteria
	ID
	DELIVERABLE
	FORMAT / REVIEW
	ACCEPTANCE

	D1
	Project/program charter and mobilization plan
	[FORMAT / REVIEW GATE]
	[ACCEPTANCE CRITERIA]

	D2
	Integrated delivery plan / milestone schedule
	[FORMAT / REVIEW GATE]
	[ACCEPTANCE CRITERIA]

	D3
	Governance and reporting framework
	[FORMAT / REVIEW GATE]
	[ACCEPTANCE CRITERIA]

	D4
	RAID / decision / change-control logs
	[FORMAT / REVIEW GATE]
	[ACCEPTANCE CRITERIA]

	D5
	Executive status reports and steering materials
	[FORMAT / REVIEW GATE]
	[ACCEPTANCE CRITERIA]

	D6
	Vendor / dependency coordination artifacts
	[FORMAT / REVIEW GATE]
	[ACCEPTANCE CRITERIA]

	D7
	Transition and closeout / lessons-learned package
	[FORMAT / REVIEW GATE]
	[ACCEPTANCE CRITERIA]



8.1 General Acceptance Principles
Deliverables should address the approved scope and stated objectives.
Recommendations should distinguish evidence, assumptions, options and consultant judgment.
Executive-facing materials should be concise and decision-oriented.
Final files should be delivered in agreed editable and presentation formats where applicable.
Acceptance should not be unreasonably withheld and should be tied to published requirements.
[bookmark: s9]9. Governance, Reporting & Executive Communications
	GOVERNANCE ELEMENT
	REQUIREMENT

	Executive sponsor
	[ROLE / NAME / TBD]

	Project / engagement lead
	[ROLE / NAME / TBD]

	Steering / oversight body
	[IF APPLICABLE]

	Status cadence
	[WEEKLY / BIWEEKLY / MONTHLY / TBD]

	Executive reporting
	[FORMAT / FREQUENCY]

	Decision / escalation process
	[PROCESS / TBD]

	Risk / issue reporting
	[PROCESS / TBD]



[bookmark: s10]10. Schedule, Milestones & Availability
	MILESTONE
	TARGET / REQUIREMENT

	Contract / engagement start
	[DATE / TBD]

	Discovery complete
	[DATE / WEEK / TBD]

	Interim findings / checkpoint
	[DATE / TBD]

	Draft deliverables
	[DATE / TBD]

	Executive / stakeholder review
	[DATE / TBD]

	Final deliverables
	[DATE / TBD]

	Optional advisory period
	[TERM / N/A]



Require bidders to identify key client dependencies, executive/stakeholder time requirements, assumptions and any schedule risks.
[bookmark: s11]11. Consultant Qualifications & Key Personnel
Senior project/program management experience
Experience leading complex cross-functional initiatives
Enterprise or public-sector governance experience
Vendor and executive stakeholder management capability
Relevant methodologies, case studies and references
	REQUESTED INFORMATION
	BIDDER RESPONSE

	Lead consultant name / title
	

	Role on engagement
	

	Relevant experience
	

	Comparable assignments
	

	Availability / capacity
	

	Subcontractors / specialists
	

	References
	



	INDIVIDUAL CONSULTANTS & FIRMS
If both models can satisfy the requirement, consider permitting qualified independent consultants and consulting firms. Evaluation should focus on capability, relevant experience, proposed personnel, methodology, risk and value—not firm size alone.



[bookmark: s12]12. Confidentiality, Data Handling, Security & AI Use
	AREA
	REQUIREMENT

	Confidential information
	[ENTITY-SPECIFIC REQUIREMENTS]

	Personal / sensitive information
	[IF APPLICABLE]

	Information storage / access
	[REQUIREMENTS / TBD]

	Security requirements
	[REQUIREMENTS / TBD]

	Use of generative AI by consultant
	[PERMITTED / RESTRICTED / DISCLOSURE REQUIRED / TBD]

	Data used in AI tools
	[PROHIBITIONS / CONTROLS / TBD]

	Records / retention
	[PUBLIC-SECTOR / ENTITY-SPECIFIC REQUIREMENTS]



[bookmark: s13]13. Intellectual Property, Work Product & Reusable Tools
Clarify the distinction between engagement-specific work product and the consultant’s pre-existing methodologies, templates, frameworks, tools or know-how.
	ITEM
	TREATMENT

	Engagement-specific deliverables
	[OWNERSHIP / LICENSE / CONTRACT LANGUAGE]

	Pre-existing consultant materials
	[RETAINED IP / LICENSE TERMS]

	Third-party materials / licenses
	[DISCLOSURE / APPROVAL]

	Editable source files
	[REQUIRED / FORMAT / N/A]

	Future reuse by organization
	[RIGHTS / LIMITATIONS]



[bookmark: s14]14. Proposal Response Instructions
1. Executive summary and understanding of the mandate.
2. Proposed consulting methodology and work plan.
3. Relevant experience and comparable engagements.
4. Named lead consultant and proposed team / subcontractors.
5. Stakeholder engagement and governance approach.
6. Deliverables, schedule, dependencies and client responsibilities.
7. Completed pricing schedule and commercial assumptions.
8. References.
9. Exceptions, assumptions and requested contract deviations.
10. Required certifications / declarations, if any.
14.1 Proposal Format
	ITEM
	REQUIREMENT

	File format
	[PDF / PORTAL FORM / OTHER]

	Page limit
	[LIMIT / NONE]

	Pricing submission
	[SEPARATE / INCLUDED]

	References
	[NUMBER / FORMAT]

	Validity period
	[NUMBER OF DAYS / TBD]

	Interview / presentation
	[IF APPLICABLE]



[bookmark: s15]15. Pricing Schedule
	PRICING COMPONENT
	BASIS
	FEE / RATE
	ASSUMPTIONS

	Mobilization / planning
	[FIXED / HOURLY / DAILY / RETAINER]
	[AMOUNT]
	[ASSUMPTIONS]

	Project or program management services
	[FIXED / HOURLY / DAILY / RETAINER]
	[AMOUNT]
	[ASSUMPTIONS]

	PMO / governance setup
	[FIXED / HOURLY / DAILY / RETAINER]
	[AMOUNT]
	[ASSUMPTIONS]

	Executive reporting / steering support
	[FIXED / HOURLY / DAILY / RETAINER]
	[AMOUNT]
	[ASSUMPTIONS]

	Vendor / stakeholder coordination
	[FIXED / HOURLY / DAILY / RETAINER]
	[AMOUNT]
	[ASSUMPTIONS]

	Optional implementation oversight
	[FIXED / HOURLY / DAILY / RETAINER]
	[AMOUNT]
	[ASSUMPTIONS]

	Travel / approved expenses
	[FIXED / HOURLY / DAILY / RETAINER]
	[AMOUNT]
	[ASSUMPTIONS]



15.1 Commercial Assumptions
Identify all taxes, travel, expenses and third-party costs separately.
State whether pricing is fixed, estimated or not-to-exceed.
Identify assumptions that could change price or schedule.
Price optional services separately.
Do not include unrequested contingency as an undisclosed markup.
[bookmark: s16]16. Evaluation Methodology
	EVALUATION CATEGORY
	EXAMPLE WEIGHT

	Understanding of Requirement
	15

	Project / Program Delivery Approach
	20

	Relevant Delivery Experience
	20

	Proposed Consultant / Team
	15

	Governance, Risk & Reporting Capability
	15

	Availability & Work Plan
	5

	Pricing & Overall Value
	10

	TOTAL
	100



	IMPORTANT
The weights above are a sample framework and must be approved before release. Mandatory requirements, rated criteria, interviews, references and pricing methodology should be documented in advance and applied consistently.



16.1 Evaluation Controls
Evaluate only against published criteria.
Document conflicts of interest and evaluator declarations.
Use a defined scoring guide for subjective criteria.
Document clarification questions and responses.
Do not permit post-closing scope changes that materially alter competition unless allowed by applicable rules.
[bookmark: s17]17. Commercial, Insurance & Contract Requirements
	COMMERCIAL AREA
	REQUIREMENT

	Agreement form
	[MASTER SERVICES / PROFESSIONAL SERVICES / ENTITY FORM]

	Term / renewal
	[TERM / OPTIONS]

	Payment terms
	[APPROVED TERMS]

	Insurance
	[APPROVED TYPES / LIMITS]

	Indemnity / liability
	[LEGAL-APPROVED TERMS]

	Conflicts of interest
	[DISCLOSURE REQUIREMENTS]

	Subcontractors
	[APPROVAL / DISCLOSURE]

	Termination
	[APPROVED TERMS]

	Governing law / jurisdiction
	[APPROVED TERMS]



[bookmark: s18]18. Submission, Questions & Addenda
	ITEM
	REQUIREMENT

	Questions
	Submit to [CONTACT / PORTAL] by [DATE / TIME / TIME ZONE].

	Responses / addenda
	Issued through [METHOD / PORTAL].

	Proposal submission
	Submit through [METHOD] by [DATE / TIME / TIME ZONE].

	Late proposals
	[ENTITY-SPECIFIC POLICY].

	Proposal validity
	[NUMBER] days / [REQUIREMENT].

	Confidentiality / public records
	[ENTITY-SPECIFIC LANGUAGE].



[bookmark: s19]19. Appendices & Response Forms
Appendix A — Bidder Response Checklist
Executive summary
Methodology / consulting approach
Relevant experience and case studies
Named lead consultant / team
Work plan and schedule
Completed pricing schedule
References
Exceptions / assumptions
Required declarations / forms
Appendix B — Requirements Compliance Matrix
	REQUIREMENT ID
	REQUIREMENT
	MANDATORY / RATED
	COMPLY?
	BIDDER NOTES

	PM-001
	[REQUIREMENT]
	[M/R]
	[Y/N/PARTIAL]
	

	PM-002
	[REQUIREMENT]
	[M/R]
	[Y/N/PARTIAL]
	

	PM-003
	[REQUIREMENT]
	[M/R]
	[Y/N/PARTIAL]
	



Appendix C — Reference Form
	FIELD
	RESPONSE

	Client / Organization
	

	Engagement / Scope
	

	Contract Value / Range
	

	Reference Contact
	

	Email / Phone
	

	Dates of Engagement
	

	Comparable Consulting Work
	



Appendix D — Exceptions & Assumptions
	RFP SECTION
	EXCEPTION / ASSUMPTION
	IMPACT ON SCOPE / PRICE / SCHEDULE

	[ID]
	
	

	[ID]
	
	

	[ID]
	
	



Appendix E — Final Pre-Issue Quality Check
Business problem, objectives and scope align.
Deliverables are necessary, measurable and tied to outcomes.
Mandatory requirements are genuinely mandatory.
Pricing structure matches the engagement model.
Evaluation weights total 100 and match proposal instructions.
Governance and stakeholder responsibilities are clear.
Privacy/security, IP and AI-use requirements were reviewed where applicable.
Dates and time zones are consistent throughout.
Commercial and insurance terms are approved.
All bracketed placeholders are completed or intentionally retained.
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