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Request for Proposal

I. Company Overview

A good company overview will help everyone get on the same page in terms of company history, leadership, markets served, maybe even a bit of a competitive landscape or news cycle as well as corporate goals and objectives. In most cases a good agency will pull this information from your website, so any additional information not typically found on your website is helpful to share.

II. Product Overview (or Situational Analysis)

This section provides an overview of your company’s product line. Details can include market share, competitive landscape (from a product and solutions perspective), any large upcoming events or corporate/product milestones and anything you can share that outlines the market dynamics, opportunities and challenges you face. 

III. Scope of Work 

This is an extremely important area for communication to the agencies you are asking to pursue your business. This section allows them to understand what services you require as part of your core program. In most cases the agency will create an overall program custom built by carefully selecting a set of tactics and strategies that align to your goals and objectives and leveraging the news, assets and management style of your company. 

IV. Agency Selection Criteria

Think of adding this information to the RFP to allow the agency to better understand exactly what criteria will be most important to you during the RFP process. A good reply will accurately address your needs and concerns throughout their plan. You can also use this section as a report card you will use to measure the effectiveness and differentiators between the agencies you are reviewing. 

V. Budget

About 60 percent of RFP’s include a budget. This becomes the great equalizer for the company as it ensures the services proposed can be accomplished within a target range. While some people will keep budget a secret to be discussed at the end of an agency review, presenting a budget early on in your RFP will have two benefits. One, it will help agencies determine the account mix by title and time dedicated to your business. Two, it will give you an apples-to-apples comparison of service that each company can provide for your spend. 
VI. Process of Evaluation (Timeline)

This section can be very important for both the company and the agency. Providing a well planned timeline of events can ensure a fast moving and efficient agency review process. Key dates in this timeline should include:

· RFP document distributed to agencies

· Deadline for agencies to provide notification on intent to participate in review

· Company availability for agencies to schedule inquiry calls (if desired)

· Completed RFPs due

· Notify agencies on whether or not they advance to the next round of the review

· Final team presentations

· Agencies notified of final selection

· Start date for new agency 
VII. Request for Proposal

Here’s the meat of the request. You may want to get some agency basics but you will really want to focus on the questions that will give you a clear understanding of how the client/agency relationship will look once you start working together. Below are a few questions that should help you gather this information using an RFP.

Agency Overview 

· Provide a brief overview of your agency history and philosophy.

· Provide an in-depth list of your agency capabilities.

· Describe how your agency differentiates itself from your competitors.

Client-Related Questions

· Please provide a current client list.

· Do you have any clients that might pose a conflict to managing our account?

· Please list some clients you’ve had long-term relationships with and describe why the relationship has been successful.

Account Team-Related Questions

· Describe the team structure and how resources would be allocated to us.

· Please provide brief bios for the team you would assign to our account.

· Please provide client references for the PR representatives.

· Who would be responsible for managing timelines and budgets? 

Industry Experience-Related Questions

· Describe your experience within our market. 

· Please provide case studies demonstrating your familiarity within our market.

· Please list any media, analyst or online influencer relationships you have within our market.

Program-Related Questions

· Describe how you would address the strategic communications needs and reach the program’s audiences based on the objectives, strategy and tactics provided.

· Provide us with a 90-day plan on how you would manage our account; prioritize campaigns and the results you expect to achieve.
Budget-Related Questions

· How do you bill for services?

· Given our budget, please describe how you would allocate resources in accordance with the program you outlined and the team you have identified.

· What is your mark-up for project managing other service vendors and/or for out-of-pocket expenses? 

To include Lois Paul and Partners in your NEXT agency review, please send your RFP to Richard_Wadsworth@lpp.com. For more information about LPP, please visit www.lpp.com.
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