RFP Analysis Checklist
	1. Overall 
	

	Mission of organization 
	

	Problem to address
	

	Overall objective
	

	Scope 
	

	2. Deliverables 
	

	1. 

	2. 

	3. 

	4. 

	3. outcomes
	

	1. 

	2. 

	3. 

	4. 

	5. 

	6. 

	4. Deadlines & Timeline
	

	Deadline
	

	submitting questions or clarifications
	

	Award date
	

	Project start and end date
	

	
	

	5. Required Documents
	

	Technical proposal
	☐ 

	Financial/budget proposal
	☐ 

	Organizational profile or capability statement
	☐ 

	CVs/resumes of key personnel
	☐ 

	Letters of support or partnerships
	☐ 

	Compliance certificates (e.g., tax, registration, audits)
	☐ 

	Safeguarding policy 
	☐ 

	MOU
	☐ 

	Conflict of interest clause
	☐ 

	Intellectual property rights
	☐ 

	
	☐ 

	
	☐ 

	
	☐ 

	
	☐ 

	
	☐ 




	6. Evaluation Criteria/what are they looking for

	Mission or strategic alignment

	Innovation or unique approach

	Demonstrated impact  

	Sustainability 

	Cost-effectiveness/value for money

	Ability to scale or replicate

	Experience working in similar settings

	

	

	

	7. Eligibility 
	

	NGO
	☐ 

	Education institute
	☐ 

	Degree program 
	☐ 

	
	

	
	

	8. Partnerships & Subcontracting
	

	Partnerships or consortiums 
	☐ 

	Local partner 
	☐ 

	International partner
	☐ 

	9. Budget & Funding
	

	Template 
	☐ 

	Cap 
	☐ 

	Allowable and non-allowable costs
	☐ 

	Indirect costs 
	☐ 

	Allocation restriction
	☐ 

	
	☐ 

	10. Special requirement 
	

	Creative Commons 

	

	

	



