

APPENDIX A
Response Format
	Requirements
	Response

	1. Respondent

	Name of Individual, entity, principles
	Position/Title
	Expertise/Experience

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	2. Resources Available

	Permanent Staff, part-time, supplier/vendors
	Position/Title
	Expertise/Experience

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	3. Resources to be assigned for this project  

	Name/Position/Expertise
	Position/Title
	Expertise/Experience

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	4. Past Experience

	Client/Project/Assignment/Task
	Contact References
	Value (X)
	Date Completed

	
	
	$0-20k
	$20-50k
	$50-100k
	$100k+
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	5. Project Planning & Initialization

a. When can you begin? 

b. What information or support will you require to start?
	

	6. Project Management & Monitoring

a. Describe Project Management philosophies, approaches and tools you will employ 

b. How frequent will you provide Project Status Reports & what form will they take?

c. What information or support will you require throughout the project?
d. What support or resources do you expect of FNHS or other entities, partners or vendors throughout the project?
	

	7. Problem-Solving Abilities

a. List the nature of problem(s) with this project that you are most likely to encounter

b. Describe your approach to minimize them and “best practices” you will deploy to resolve them 
	

	8. Strengths & Weaknesses

a. What are your strongest “strengths”?

i. Examples?

b. What are your weakest attributes?

i. What mitigating plans do you have?
	

	9. Final Report & Presentation of Results

a. Describe your approach and activities to present the outcome of your efforts  

b. Attach a template (as an Appendix to your submission) of your intended report, documentation, materials, presentation, etc. Include the headings, captions and demonstrate the format you intend to use.
	

	10. Quality Assurance Practices

Describe your approaches and course for resolution if the work is deemed to not meet FNHS requirements.
	

	11. Post Project Activities

Describe approach and activities you will engage after the final presentation to ensure quality/completeness of work, resolve deficiencies and record findings.  
	

	12. Project Terms and costs

a. Total Price/value of Project

b. Detail key cost components 

a. Hours

b. Travel Expenses

c. Supplies & Materials

d. Third-Party Expenses

c. Payment Terms (Start, Interim and Final Payments)
	

	13. Respondent Contact

List relevant information (Name, Position, Address, Phone, Fax and email)
	

	14. Concluding/Final Comments

a. Why are you the “best” supplier for this project? 
b. What do you/your company bring to the project that others do not or cannot?

c. Why should you/your company be selected?
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