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Response Workbook and Question Bank

When Do I Use This Template?
This Response Workbook and Question Bank accompany the RFQ Template. It is intended to be customized and attached to an RFQ to promote consistent Statements of Qualifications (SOQs), reduce the burden on respondents, and simplify the evaluation process.
How Should I Use This Template?
This workbook mirrors the evaluation structure of the RFQ Template. Governments should tailor the questions, remove sections that are not applicable, and align all submission requirements with the evaluation criteria in the RFQ.
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Guidance key:
Highlight = Instructions for developing content specific to this template. Delete before finalizing.
Highlight = Filler text that you should replace with information specific to your contract or jurisdiction.
Remember to remove all highlights and brackets in the document before finalizing!
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Attachment: Response Workbook
[Jurisdiction/Agency Name]

Solicitation Number: XXX

RFQ Name

Respondent is to complete this Response Workbook and submit it as its Statement of Qualifications (SOQ).
Respondent General Information (Not Scored)
Include in this section any basic information you want to collect about the Respondent. Information in this section is not intended to be scored. 
Firm Name:
	(Respondent to include response here)


Respondent Headquarters Address: 
	(Respondent to include response here)


Authorized Company Representative (Name, Title):
	(Respondent to include response here)


Respondent Contact Information (Email, Phone): 
	(Respondent to include response here)


List of All Subcontractors, Subconsultants, or Other Participating Firms (If Applicable): 
	(For each, include the firm name, address, company representative, and contact information)



Additional relevant categories your jurisdiction may want to include: 
· State of organization’s incorporation
· Certification status (e.g., small, minority-owned, women-owned, etc.)
· Type of legal entity
· FEIN number
· Company website
· How did you learn about this opportunity?
· Specific services applying for (if multiple service area categories listed in RFQ)
· Specific regions served (if multiple service regions listed in RFQ)

Minimum Qualifications Verification (Pass/Fail)

Customize this section to match Section 4.1 of the RFQ. Respondents should provide documentation or certification by respondent demonstrating compliance with all minimum qualifications.

	Minimum Qualification
	Meets Requirement (Y/N)
	Documentation Attached (checkbox)

	Qualified to conduct business in the jurisdiction
	
	☐
	Required licenses/certifications
	
	☐
	Not debarred or suspended
	
	☐
	Required experience threshold met
	
	☐
	Other RFQ specific minimum qualifications
	
	☐


Narrative Responses (Scored)
Responses below comprise the Respondent’s official Statement of Qualifications (SOQ). The focus should be on qualifications, experience, capacity, key personnel, and project understanding. Detailed technical solutions and pricing are generally not required unless specifically requested in the RFQ. Information prepared by the Respondent and submitted with their proposal may be incorporated into a final contract (for example, program offerings, curriculum, key personnel, or performance metrics).

The responses to the following required questions shall not exceed XX single-sided pages (or jurisdiction may choose to assign word limits to specific categories or questions), which does not include any supplementary attachments. Any attachments provided should be relevant to RFQ questions and referenced in the main narrative below.

Overall guidance and sample evaluation criteria with corresponding questions have been provided below.
When deciding what questions you want to ask of the organizations responding to your RFQ, consider the following:

· Ask Respondents to show, not tell: Well-written questions encourage responses that “show not tell” by asking Respondents to share an example or tell a story about their experience. Like a good job interview question, consider requiring respondents to go beyond sharing boilerplate marketing materials and instead demonstrate their ability to help you achieve success in this project or service.


· Limit questions to those most important: Be disciplined and focused regarding the number of questions you’re asking organizations to respond to. Do not ask for information that will not be evaluated. Too many questions can be cumbersome for both organizations responding and for government staff evaluating proposals. It can be helpful to ask yourself which questions you believe are most important to include to solicit the information you need to determine the quality of the respondent’s qualifications and approach. In this template, we give you many ideas of questions – we encourage you to pare back from the list given to include those that are most relevant.

· Map questions to evaluation criteria: Align your questions to match effectively with evaluation categories, which will result in content that evaluation committees can easily score.

· Confer with internal procurement and legal staff: Leverage the expertise of legal and procurement staff to check that all relevant questions are included and appropriate.




CATEGORY 1: ORGANIZATIONAL CAPABILITY AND CAPACITY
(EXAMPLE CATEGORY ONLY)
List out the questions you want your Respondent to respond to in the space below. Questions below are examples only. You should pare down the list of actual questions you include in your RFQ.
1. Provide an overview of your firm, including core services, areas of specialization, mission, years in operation, number of employees, and locations from which services are delivered.

	(Respondent to include response here).



2. What distinguishes your firm from similar firms, and how do your capabilities, expertise, and prior experience align with the needs and outcome goals of this RFQ?

	(Respondent to include response here).



3. Describe your current workload and capacity to successfully deliver this project. Include current staffing levels, major ongoing commitments, and resources available to complete this engagement within the anticipated timeline. How would you create additional capacity, if needed?

	(Respondent to include response here).



4. Describe internal quality assurance, risk management, and project oversight processes.

	(Respondent to include response here).



5. Describe any resources, technology, systems, or specialized capabilities that support successful project delivery.

	(Respondent to include response here).






CATEGORY 2: PROPOSED TEAM AND KEY PERSONNEL

(EXAMPLE CATEGORY ONLY)
List out the questions you want your Respondent to respond to in the space below. Questions below are examples only. You should pare down the list of actual questions you include in your RFQ.

1. Describe the team that would work on this project. Include a list of key team members and their general availability while on this project. Make the case for why they would be great partners on this project. Provide bios, resumes, or whatever you think best highlights the strength of this team. If subcontractors, subconsultants, or personnel from other firms are included on the team, please identify them here: 

	(Respondent to include response here).



Or you can present this information in table form as follows:

	Name:
	Role:
	Years of Experience:
	Relevant Qualifications:
	Anticipated Involvement (%):

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



2. Has the proposed team worked together on similar projects in the past? If so, describe the team's performance and results working together on similar projects.

	(Respondent to include response here).



3. If other firms are proposed, describe their roles, qualifications, relationship to the prime consultant, and how the team will be managed and coordinated.

	(Respondent to include response here).



4. Can the proposed team be committed throughout the full life cycle of the project? 

	(Respondent to include response here).



5. Describe your approach to maintaining continuity if key personnel become unavailable, including succession planning, knowledge transfer, and backup staffing arrangements.

	(Respondent to include response here).






CATEGORY 3: PROJECT UNDERSTANDING AND MANAGEMENT APPROACH

(EXAMPLE CATEGORY ONLY)
List out the questions you want your Respondent to respond to in the space below. Questions below are examples only. You should pare down the list of actual questions you include in your RFQ.

Project Understanding
1. Based on the information provided in this RFQ, provide a specific response that demonstrates your understanding of the project’s purpose, goals, anticipated deliverables, and desired outcomes as outlined in this RFQ.

	(Respondent to include response here).



2. Identify the factors, constraints, dependencies, stakeholder considerations or implementation challenges that may affect successful delivery of the requested services.

	(Respondent to include response here).



Management Approach
3. Based on the project goals, scope of work, key requirements, and anticipated deliverables described in this RFQ, provide specific information regarding how your project management practices would support successful delivery of the requested services. Include information about how your team typically manages schedules, coordinates deliverables, communicates with clients and stakeholders, and monitors project progress and performance.  

	(Respondent to include response here).



4. Provide specific information regarding your successful use of performance measures, milestone tracking, dashboards, reporting tools, or other mechanisms to support project delivery and client decision-making. If applicable, provide examples of successful use of performance measures or outcomes tracked on similar projects.  

	(Respondent to include response here).



5. Describe your approach to stakeholder engagement, collaboration, and communications. How will you communicate with [Jurisdiction] in a responsive and proactive manner? Consider being responsive to questions and requests as well as elevating concerns or issues.

	(Respondent to include response here).



6. Provide examples of your approach to building collaborative relationships with [Jurisdiction] partners. What do you need from [Jurisdiction] to do this work successfully?

	(Respondent to include response here).






CATEGORY 4: RELEVANT PROJECT EXPERIENCE AND PAST PERFORMANCE

(EXAMPLE CATEGORY ONLY)
List out the questions you want your Respondent to respond to in the space below. Questions below are examples only. You should pare down the list of actual questions you include in your RFQ.

1. Provide examples of up to X projects completed within the last X years that demonstrate relevant and positive outcomes. Complete one table per project. Duplicate the table below if more than one project example is being requested. 

	Example #1

	Item
	Response

	Project Name
	

	Client / Owner
	

	Project Location
	

	Start and Completion Date
	

	Contract Value
	

	Overall Project Cost (if applicable)
	

	Project Description
	

	Firm Role and Responsibilities
	

	Why this project is relevant to the services requested in this RFQ
	

	Delivery Method (DBB, DB, CMAR, etc., if applicable)
	

	Notable project outcomes and lessons learned
	

	Challenges encountered and how addressed
	

	Subcontractor role and contributions to project outcomes
	

	Client Reference (Name, Title, Email, Phone)
	



2. Describe your experience working with governments of similar size, complexity, or operating environment.

	(Respondent to include response here).






ADDITIONAL INFORMATION: 

Include any additional information needed from Respondents such as copies of relevant licenses or credentials, declaration of confidential information, acknowledgement of addenda, conflict-of-interest statement, or vendor exceptions to contract language and/or mandatory provisions,

ATTACHMENTS AND REQUIRED FORMS:

Include any jurisdiction-specific forms here that require vendor response. These are forms that were not included in the main RFQ document and may include compliance forms required by statute or jurisdiction policy.

[bookmark: _Hlk55286509]Include:
· Required compliance forms
· RFQ Response Workbook
· Additional project background materials
	Partners for Public Good (PPG), a 501(c)(3) non-profit organization that helps state and local governments use key operational levers—procurement, workforce, digital infrastructure, and budgeting—to drive public impact.  
Partners for Public Good is grateful for support from Bloomberg Philanthropies.  
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· Maps, data, or technical documentation
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