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Use this request for proposals as a starting point for inviting paid grant-writing proposals. Replace the response fields with your organization’s information, remove irrelevant tasks and send the same request to the writers you are considering. This template is not a legal contract or an assurance that your selection process complies with applicable procurement requirements. Use your organization’s required process and obtain appropriate advice where needed.
Request details
1. Issuing organization: ____________________
1. Project or engagement name: ____________________
1. Request issued on: ____________________
1. Questions accepted until, including time zone: ____________________
1. Proposals due by, including time zone: ____________________
1. Buyer contact and proposal submission address or method: ____________________
1. Intended engagement start and end dates: ____________________
Organization and project background
Our organization and the people or communities we serve: ____________________
The project, its current stage and the funding need: ____________________
The opportunity or funding program, if selected, and the official guidance: ____________________
The application deadline and known eligibility or readiness questions: ____________________
If an opportunity is not selected, the funding research and screening criteria we need: ____________________
Requested work
We request the following services: ____________________
Specify whether the work includes funding research, planning, writing, draft review, budget support, attachment coordination, submission support or post-award work. Describe each selected task and the number of applications or other outputs involved.
Materials our organization will supply and their expected availability: ____________________
Work our organization will retain, including approvals and submission authorization: ____________________
Work excluded from this request: ____________________
Deliverables and timetable
1. Required deliverables and editable file formats: ____________________
1. First draft date: ____________________
1. Internal review period and organization feedback date: ____________________
1. Final deliverable date: ____________________
1. Required meetings or progress updates: ____________________
1. Requested revision rounds and acceptance criteria: ____________________
Please identify dependencies, assumptions and any timetable you cannot commit to. Explain the effect of late organization materials, changed funder guidance or additional work on fees and delivery dates.
Information to include in your proposal
Please respond to each item below. If an item is not applicable, say so. Clearly distinguish experience and services you can document from work that would require a subcontractor or additional confirmation.
1. Your understanding of the requested scope and any recommended changes.
1. Relevant experience with the client type, funding program, technical subject or application stage described above. Identify the role you actually performed.
1. Names or roles of the people who would perform and review our work, their relevant experience, and any subcontracting arrangements.
1. Suitable work samples or references you are authorized to share. Redacted material or a reference conversation may be appropriate where confidentiality limits public samples.
1. Your proposed work plan, deliverables, organization inputs and schedule. State whether capacity for our dates is confirmed or still subject to agreement.
1. Your fee proposal using the format below, including material assumptions, exclusions and optional work.
1. Your revision process and the boundary between an included revision and additional work.
1. Your proposed payment schedule, cancellation or pause terms, and treatment of unused prepaid time.
1. Your confidentiality and data-handling approach, access required, ownership or permitted-use terms, and questions we must resolve before sharing materials.
1. Your responsibility for registrations, attachments, final review and submission, if any. Identify the approvals and access our organization must provide.
1. Whether post-award reporting, grant management or later resubmission work is included, optional or outside your services.
1. The period for which your quote remains valid and the process for approving a scope change.
Requested fee format
1. Currency: ____________________
1. Fee basis: fixed project / hourly / monthly / other, with explanation.
1. Fixed amount or hourly or monthly rate: ____________________
1. Estimated hours, months or other quantity and the scope or period that estimate covers: ____________________
1. Applicable minimum billable hours, minimum term or minimum service fee: ____________________
1. Mandatory additional charges and any unpriced dependencies: ____________________
1. Included deliverables and revisions: ____________________
1. Excluded or optional services and their prices, where known: ____________________
1. Estimated total for the proposed scope and minimum contractual commitment: ____________________
1. Total payment due before work begins and whether it is credited toward the quoted total: ____________________
1. Later payment amounts, timing and conditions: ____________________
If a complete total cannot yet be quoted, explain what information is missing and how the final fee will be established. Please do not present an hourly rate alone as the price of the complete engagement.
Proposed evaluation criteria
We will assess proposals using the criteria below, adapted to our organization’s process. Any weighting or formal scoring requirements should be completed before proposals are reviewed.
1. Documented fit for our funding program, organization and requested work. Weight or priority: __________.
1. A clear, workable scope, deliverables and responsibilities. Weight or priority: __________.
1. Assigned people, relevant work evidence and references. Weight or priority: __________.
1. Confirmed capacity and a realistic schedule. Weight or priority: __________.
1. Transparent total fees, minimums and payment conditions. Weight or priority: __________.
1. Suitable communication, revision and confidentiality arrangements. Weight or priority: __________.
Questions that must be resolved before a selection: ____________________
Submission and next steps
Please submit your proposal by the deadline and method stated in Request details. Direct questions to the listed buyer contact. Include the information requested above and identify any exceptions to our scope or timetable.
Our intended review and decision dates: ____________________
Any interview, reference check or clarification step in our selection process: ____________________
Final scope, fees, responsibilities and terms will be settled in a separate written engagement agreement. Funding decisions belong to the funder; this request does not ask a writer to guarantee an award.
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