A format and guidelines for the preparation of 

Request For Proposal (RFP) for indenting capital items for Rupees 5 lakhs and above

RFP format for internal Approval

Name of the proposal : 

(Describe the nature of the proposal and its key objectives)

Project under which the item to be procured :

 (Indicate the project name or programme)
Cost estimate/Budgetary requirements.

(A summary covering the budget justification/explanation. Provide preliminary cost estimates for all the components described in the scope of work (like design/analysis/fabrication or installation etc.).

Justification for the requirement of the item (a brief paragraph).

(Provide justifications for the item you require to procure/fabricate. Highlight the usefulness of the product relevant to the research/development work related to the project undertaken.).

Technical evaluation committee:

(Please give a list of internal/external experts who can serve in the technical evaluation committee).
Table of Contents /index.

(Any standard format would be acceptable, the table of contents should list the primary contents of the RFP, with the contents heading given below as a guideline, with the requisite page numbers).

Introduction/background about the item.

(A brief summary of the proposed activity is required.  It must provide specific information regarding the overall objectives of the item).

Technical specifications of the components with codes and standards if any.

(Specifications should list the minimum characteristics and objectives required by the user. They should include issues such as environmental concerns, product-testing requirements, codes, certification and approval forms and standards if any or other specific concerns relevant  to the product).
Scope of the item

(This is a detailed, step-by-step description of  the work to be performed by the vendor, Identifying the major task headings and subtasks for performing the work. Describe each task with as much detail as possible. Each task should be described in a separate, numbered paragraph, and there should be a deliverable product or measurable standard for completion for each task).

Eligibility criteria of vendor
(Firm's  qualification,understanding and approach to the scope of work based on similar work. The firm’s access to   necessary infrastructure, professional manpower to carryout design, analysis and detailed engineering using modern design tools, if necessary).
Expected deliverables

(Fully describe deliverables to be submitted under the proposed contract. Deliverables must support the requirements set as indicated under the Scope of Work).
Safety Requirements.

(Schedule of safety measures for the workers/product as a part of project  implementation plan. Specify the safety requirements and standards  in terms of the product handling and transportation if any ).

Environmental conditions

(Environmental requirements may be specified if any)

Inspection, test and acceptance criteria.
(Prepare and submit for approval an Acceptance Plan describing test procedures and inspections that shall be performed prior to acceptance of the product.
Expected Time Schedule

(Include a item schedule indicating when the components of the work will be completed. Item schedule must ensure that any deliverables requested are met).

Conceptual layout/drawings if any.

(Conceptual level drawings/data sheets may be enclosed if any for reference).

Contract and General Terms & Conditions
(The apparent successful vendor will be expected to enter into a contract under the standard terms and conditions  as given in appendix ‘A’. The  administation shall prepare the standard terms and conditions as per the prevailing standard norms.

Any other additional information

(Any other information if the indentor wishes to furnish shall be indicated).

Contact information of the possible vendors

Indentor may give the list of possible vendors both indigenous/foreign agencies with complete

 Name, address, telephone number and fax number/e-mail address.

For further information/clarifications

For any other technical clarifications, the indentor ………..may be contacted.

For any administrative matters, the administrative officer ………..may be contacted.

