RFP Timeline Template
Adapt dates and owners to your organisation. Share with all vendors at RFP issue.

	#
	Activity
	Target date
	Owner
	Status / Notes

	PREPARATION

	1
	Internal alignment on requirements and scope
	[Date]
	Sourcing lead
	

	2
	Longlist of vendors (5-8)
	[Date]
	Sourcing lead
	

	3
	NDA signed with shortlisted vendors
	[Date]
	Legal / Sourcing
	

	4
	RFP document finalised internally
	[Date]
	Sourcing lead
	

	RFP PROCESS

	5
	RFP issued to vendors
	[Date]
	Sourcing lead
	

	6
	Deadline for vendor clarification questions
	[Date]
	Vendors
	

	7
	Clarification answers distributed to all vendors
	[Date]
	Sourcing lead
	

	8
	Proposal submission deadline
	[Date]
	Vendors
	

	EVALUATION

	9
	Internal proposal evaluation
	[Date range]
	Evaluation team
	

	10
	Shortlist decision (2-3 vendors)
	[Date]
	Sourcing lead
	

	11
	Presentation invitations issued
	[Date]
	Sourcing lead
	

	12
	Round 1 vendor presentations
	[Date range]
	Evaluation team
	

	13
	Round 2 deep-dive (if required)
	[Date range]
	Evaluation team
	

	14
	Final vendor scoring and internal recommendation
	[Date]
	Evaluation team
	

	DECISION AND CONTRACT

	15
	Decision communicated to all vendors
	[Date]
	Sourcing lead
	

	16
	Contract and SOW negotiation
	[Date range]
	Legal / Sourcing
	

	17
	Contract signed
	[Date]
	Both parties
	

	18
	Onboarding plan agreed
	[Date]
	Both parties
	

	19
	Project kickoff
	[Date]
	Both parties
	



Typical overall duration by complexity
	Scope
	Typical duration
	Notes

	Single site, straightforward
	6–8 weeks
	May not need full RFP

	Multi-site, ERP integration
	8–12 weeks
	Standard enterprise RFP

	Global, multi-entity, complex integration
	12–20 weeks
	Two rounds of presentations likely



