SAMPLE RFP INVITATION
This structure includes the schedule, required sections, and placeholders for your company-specific details. The introduction is tailored to set the context for selecting a CMS vendor, with space for the details of your specific project. Feel free to modify the content as necessary to match your needs!

[Company Name & Logo] – Request for Proposal (RFP) for Content Management System (CMS)
Schedule
	Event
	Date

	Issue Date
	[Insert Issue Date]

	Deadline for Questions
	[Insert Deadline for Questions]

	Deadline for Submitting Proposals
	[Insert Submission Deadline]

	How to Submit
	[Insert Submission Instructions]

	Contact for RFP
	[Insert Contact Information]



I. INTRODUCTION
[Company Name] is seeking proposals from qualified CMS vendors to provide a comprehensive content management solution that will support our business objectives, streamline content workflows, and improve our digital presence. As we continue to grow, we require a solution that can meet our evolving needs in an increasingly complex digital landscape.
Our current CMS solution [briefly describe existing solution] is no longer sufficient to meet the demands of our organization. As such, we are looking to explore new CMS options that will address our current pain points and set us up for future success.
Key Challenges:
· [Pain Point 1]: [Description of key challenge, e.g., scalability, flexibility]
· [Pain Point 2]: [Description of another challenge, e.g., limited integrations, lack of personalization features]
· [Pain Point 3]: [Another key challenge, e.g., outdated user interface, slow publishing processes]
II. GENERAL TERMS AND CONDITIONS
This section outlines the general terms and conditions under which the proposal will be evaluated and the CMS vendor selected. Vendors should familiarize themselves with these terms to ensure their proposals meet all necessary criteria.
· [Insert specific terms and conditions applicable to the RFP process.]
III. REQUIREMENTS
(See Appendix A for the spreadsheet)
Detailed functional and technical requirements for the CMS solution are outlined in Appendix A. Vendors should refer to this document for an in-depth breakdown of our needs. Key areas of focus include scalability, flexibility, user experience, omnichannel delivery, and integration capabilities.
· [Requirement 1]
· [Requirement 2]
· [Requirement 3]
IV.  SUCCESS STORIES 
Vendors are required to provide links to relevant success stories based on our industry and requirements.  These success stories should include relevant examples of previous work with clients in similar industries or of similar scale.  Please include the following for each success story:
· Company name and Implementation Partner 
· A brief description of the project and its outcomes
· Links to online success story and/or public website currently running on vendor CMS
· Note: Business references for past CMS implementations may be requested once vendors are shortlisted. This may include end custom references and implementation partner references.
V. PROPOSAL PRICING
Vendors should include detailed pricing for the proposed CMS solution, including:
· Licensing costs
· Ongoing support and maintenance costs
· Any additional costs for third-party integrations or add-ons
VIII. TERMS AND CONDITIONS
This section outlines the terms and conditions that will govern the relationship between [Company Name] and the selected CMS vendor. Vendors should review these terms to ensure alignment with their offering.
· [Insert specific terms and conditions here]

Submission Instructions:
Please submit your completed proposal via [Insert Submission Method, e.g., email, submission portal, etc.]. Ensure that all required sections are addressed and that your proposal is received by the submission deadline.
