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RFP Checklist
Use this checklist when the scope is clear enough for selected providers to propose an approach, timeline, assumptions and cost.
	Step
	Scope
	Information to provide
	Status/ notes

	1
	Purpose of request 
	Confirm the proposal decision to be supported and the work package being quoted.
	

	2
	Project context 
	Provide relevant background, current stage, previous work completed and target milestone. 
	

	3
	Scope and deliverables 
	Define services requested, deliverables expected, activities outside scope and sponsor responsibilities. 
	

	4
	Product and technical information 
	Provide API modality, molecular characteristics, target specification or CQAs, development stage, intended use and known technical constraints.
	

	5
	Development history 
	Share available route or process development history, analytical methods, impurity or variant data, manufacturing history, stability evidence, transfer history and control strategy.
	

	6
	Technical requirements 
	Specify techniques, scale, equipment, materials, batch numbers, yield expectations, process constraints and success criteria. 
	

	7
	Analytical, release and stability 
	Provide method status, transfer needs, specifications, testing, release, stability and distribution requirements.
	

	8
	Quality and regulatory expectations
	Set out GMP status, phase, licence needs, regulatory commitments, documentation and quality system expectations.
	

	9
	Health, safety and handling 
	Provide known hazards, OEL/OEB, containment, cold chain, controlled substance, biological safety or special handling requirements. 
	

	10 
	Materials and supply chain 
	Clarify sponsor-supplied materials, provider-sourced materials, availability, lead times and import/export constraints. 
	

	11 
	Timelines and dependencies 
	Provide target dates, decision points, clinical or regulatory dependencies and fixed deadlines. 
	

	12
	Commercial expectations 
	Provide budget guidance if available, pricing format, quotation requirements, payment assumptions and any minimum proposal needs. 
	

	13
	Requested proposal format 
	Ask for approach, assumptions, exclusions, risks, timeline, resource plan, cost breakdown, key questions and proposed next steps
	

	14
	Evaluation process 
	Confirm response deadline, clarification process, decision criteria, review timetable and contact points. 
	



The provider does not need perfection, but they do need clarity. If information is missing, say what is unknown and ask how the provider would manage the gap. 
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