RFP Response “Go Bag” Checklist 
	Checklist Item
	Explanation
	Status
	Comments

	Capability Statement
	A concise document summarizing your company’s qualifications, services, and differentiators.
	
	

	W-9 Form
	IRS form providing your Taxpayer Identification Number and certification.
	
	

	Certificate of Insurance (COI)
	Proof of active business insurance coverage required by most buyers.
	
	

	Business Registration Docs
	Incorporation, licenses, or tax registration documents to verify business legitimacy.
	
	

	SAM.gov Registration or UEI
	Proof of federal registration and unique identifier for federal contracting.
	
	

	HUB/DBE/MBE/WBE Certifications
	Diversity and small business certifications for set-aside eligibility.
	
	

	State/Local Vendor Registrations
	Registrations required by specific states or municipalities for contracting.
	
	

	COOP, BCP or Disaster Recovery Plan
	Plans ensuring business continuity in case of disruptions or emergencies.
	
	

	Contract Terms or Sample Contract
	Signed or draft terms to demonstrate acceptance of standard contract provisions.
	
	

	Company Overview Paragraph
	Prewritten company background paragraph for quick use in proposals.
	
	

	Standard Cover Letter Template
	Reusable proposal cover letter template.
	
	

	Executive Summary Text
	High-level summary of your company’s value and approach.
	
	

	Pricing Model Explanation
	General explanation of pricing strategy without specific numbers.
	
	

	Organizational Chart or Team Bios
	Structure of your team and bios of key staff.
	
	

	Project Approach / Methodology
	Standardized description of how your company delivers services.
	
	

	Past Performance Summaries
	Summaries of completed projects showcasing experience.
	
	

	Standard Differentiators
	Unique strengths or advantages your company offers.
	
	

	Diversity & Inclusion Statement
	Statement of commitment to diversity, equity, and inclusion.
	
	

	Formatted Case Studies
	Professional case studies to illustrate past successes.
	
	

	Client Testimonials
	Statements from clients supporting your work quality.
	
	

	Sample Deliverables
	Examples of typical work products delivered to clients.
	
	

	List of Past Clients/Sectors (References)
	Record of sectors and clients for reference.
	
	

	ROI / Impact Summary
	Evidence of financial or operational benefits delivered.
	
	

	Win Themes List
	Key themes that differentiate your proposals and drive wins.
	
	

	Competitor Analysis / Positioning Notes
	Analysis of competitors and how you compare.
	
	

	RFP Readiness Checklist
	Checklist to confirm readiness before responding to an RFP.
	
	

	Proposal Decision Matrix
	Tool for making bid/no-bid decisions based on criteria.
	
	

	Category-specific Keywords
	Keywords tailored to industry or service category.
	
	

	High-res Logos
	Company logo in high resolution for proposal materials.
	
	

	Branded Presentation Template
	PowerPoint or presentation template in company branding.
	
	

	Branded Word Template
	Microsoft Word template for proposals and reports.
	
	

	Team Headshots
	Professional photos of staff for bios or proposals.
	
	

	Sample Pricing Sheets
	Template pricing sheets for inclusion in proposals.
	
	

	Reference Letter Templates
	Templates for client references or endorsements.
	
	

	Confidentiality / NDA Template
	Standard Non-Disclosure Agreement template.
	
	

	Pricing Schedule
	Detailed cost breakdown or rate sheet.
	
	

	Vendor Qualifications & Experience
	Proof of qualifications, credentials, and relevant experience.
	
	

	Respondent References
	List of client references with contact information.
	
	

	Vendor Personnel Qualifications
	Certifications and resumes of proposed staff.
	
	

	Demonstration of Capability
	Capability statements and supporting evidence.
	
	

	Staffing Plan
	Description of team roles and resource allocation.
	
	

	Business Continuity & Disaster Recovery Plan
	Details of how operations continue during disruptions.
	
	

	Assumptions Schedule
	Assumptions made when preparing a proposal.
	
	

	Exceptions Schedule
	Noted deviations from buyer’s requirements or terms.
	
	

	Financial Standing
	Audited financials and proof of fiscal stability.
	
	

	Certificate of Insurance
	Proof of insurance coverage required by solicitations.
	
	

	Execution of Proposal
	Signed proposal acceptance and compliance certifications.
	
	

	Business Registrations
	Tax IDs, incorporation documents, and licenses.
	
	

	Case Studies & Testimonials
	Proof of results and endorsements from clients.
	
	

	Certifications
	Proof of small business, diversity, or specialty certification.
	
	

	Company Background & Bio
	Overview of company history and leadership bios.
	
	

	Project Methodology & Approach
	Description of project delivery and management practices.
	
	

	W-9
	IRS W-9 form for taxpayer identification and certification.
	
	



