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Consultancy Proposal / Statement of Work Checklist
Use this checklist when the scope is clear enough for selected providers to propose an approach, timeline, assumptions and cost. This should obtain a focused proposal, assumptions, delivery model and cost estimate from shortlisted consultancies where a full procurement-style RFP is not required.
Request Shortlisted Consultancies address the following:
· Project background
· Scope of work
· Deliverables
· Timelines
· Reporting requirements
· Success criteria
· Proposal and statement of work instructions
· Commercial expectations


	Step
	Proposal information area
	Information to provide
	Status/ notes

	1
	Project background
	Company and programme overview.
	

	2
	Development stage
	Current status and history.
	

	3
	Project objectives
	Specific goals of the engagement.
	

	4
	Scope of work
	Activities required from the consultancy.
	

	5
	Deliverables
	Tangible outputs expected.
	

	6
	Timeline
	Key deadlines and milestones.
	

	7
	Existing service providers
	Other consultants, CROs or CDMOs involved.
	

	8
	Resource expectations
	Required consulting support levels.
	

	9
	Governance expectations
	Reporting and communication requirements.
	

	10 
	Success criteria
	Outcomes that define success.
	

	11 
	Proposal requirements
	Approach, resources, risks, timeline, assumptions and pricing.
	

	12
	Decision criteria
	Explain how responses will be evaluated.
	

	13
	Submission timelines
	Response deadlines.
	

	14
	Contact information
	Clarification questions and communication route.
	



The consultancy does not need perfection for all responses, but they do need to provide clarity. If information is missing, say what is unknown and ask how the consultancy would manage the gap.
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