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Introduction
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Mastering the RFP Process

What and who do we 
need to include in 
the process? 

Do I know what we 
are looking to 
accomplish? 
• Product or Service
• RFP or RFQ

*Support U.S., Canada, U.K., and Australia markets
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Developing the RFP Document
Essential Elements

Scope of Work

Evaluation Criteria

Project Overview and Background

Timeline and Deadlines

Pricing
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Submission 
Deadlines 

• Giving everyone ample time to 
shine

Setting the Stage 
• Establishing a timeline for success

The Perfect Match 
• Finding the balance between 

speed and quality

Evaluation 
Timeframe 

• Allowing for thorough assessment

Establishing Your Timeline
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Communication is Key

Spreading the 
Word

Questions and 
Clarifications

Engaging 
Respondents
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Collaboration is the key to success in the RFP process.

Key Points

Crafting a comprehensive and engaging RFP document is essential.

Time management is crucial for a smooth and efficient process.

Effective communication fosters transparency and collaboration.
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For Institutional Use Only. Not for Public Distribution.

This material was created to provide information on the subjects covered, but should not be regarded as a complete analysis of these 
subjects. The information provided cannot take into account all the various factors that may affect your particular situation.  The services of an 
appropriate professional should be sought regarding before acting upon any information or recommendation contained herein to discuss the 
suitability of the information/recommendation for your specific situation.

Gallagher Fiduciary Advisors, LLC (“GFA”) is an SEC Registered Investment Advisor that provides retirement, investment advisory,
discretionary/named and independent fiduciary services.  GFA is a limited liability company with Gallagher Benefit Services, Inc. as its single 
member.  GFA may pay referral fees or other remuneration to employees of AJG or its affiliates or to independent contractors; such payments 
do not change our fee. Securities may be offered through Triad Advisors, LLC (“Triad”), member FINRA/SIPC. Triad is separately owned and 
other entities and/or marketing names, products or services referenced here are independent of Triad. Neither Triad, Arthur J. Gallagher & 
Co., GFA, their affiliates nor representatives provide accounting, legal or tax advice.
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