IT Consulting RFP Response Document Outline

1. Cover Letter

¢ Introduction and intent to respond
¢ Brief company overview

e Contactinformation

2. Executive Summary

e Summary of proposed solution
o Key differentiators

e Alignment with client's needs

3. Company Overview

e Company background
¢ Relevant experience
e Certifications and partnerships

e Key personnel and organizational structure

4. Understanding of Requirements

e Summary of clienta€™s objectives
¢ Understanding of scope and requirements

e Assumptions

5. Proposed Solution and Approach

e Solution overview
¢ Methodology and approach
¢ Project phases and milestones

¢ |nnovation and value-adds

6. Project Team

e Team structure
¢ Key personnel bios

¢ Roles and responsibilities

7. Timeline and Deliverables

¢ Project schedule

¢ Major milestones



e Deliverables

8. Pricing and Fees

¢ Pricing model
¢ Fee breakdown

e Terms and conditions

9. References and Case Studies

e Relevant client references

e Case studies/project summaries

10. Appendices

e Resumes
¢ Compliance matrices

e Additional documentation
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