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RFP Problem Definition Framework
This framework helps organizations that recognize a problem or opportunity but have not yet defined the precise solution. It enables you to communicate business challenges, desired outcomes, and constraints so that potential partners can propose effective, innovative, and realistic solutions.
1. Introduction and Background
Purpose
Explain your organization’s mission and the context of the problem.
Why It Matters
Vendors need to understand your environment to propose solutions that fit operationally, technically, and culturally.
What to Include
A brief overview of your organization and its purpose
Background on the business area or function involved
The problem or challenge that prompted this RFP
2. Business Problem or Opportunity
Purpose
Clearly describe what’s not working today or what you hope to improve.
Why It Matters
Vague problem statements lead to superficial proposals. Clarity here helps vendors target root causes and design relevant solutions.
What to Include
Description of current pain points or inefficiencies
Who is affected and how
Known contributing factors or constraints
Desired state or end condition (if known)
3. Desired Outcomes and Success Criteria
Purpose
Define how you’ll recognize success, even if you don’t know the exact path to get there.
Why It Matters
Outcomes-based RFPs encourage creativity and accountability without presupposing a specific method.
What to Include
High-level business goals
Measurable indicators of success (qualitative or quantitative)
Expected benefits (financial, operational, strategic)
Time horizon or urgency
4. Constraints and Considerations
Purpose
Outline the boundaries within which vendors must operate.
Why It Matters
Constraints (budget, timeline, technology stack, policies) inform realistic proposals and prevent wasted effort.
What to Include
Known budget range or funding cycle
Timeline expectations or milestones
Technical environment or dependencies
Organizational or regulatory constraints
5. Vendor Expertise and Approach
Purpose
Invite vendors to explain their understanding of your problem and their proposed approach.
Why It Matters
A structured response format allows vendors to demonstrate their problem-solving process, not just their product catalog.
What to Include
Vendor’s interpretation of the problem
Proposed methodology or solution concept
Examples of similar work or case studies
Key differentiators
6. Collaboration Expectations
Purpose
Describe how you expect to work with the vendor during discovery and solution definition.
Why It Matters
Solutioning is most successful when treated as a partnership. This section sets expectations for joint exploration and decision-making.
What to Include
Roles and responsibilities (yours and the vendor’s)
Decision-making and communication cadence
Deliverables expected from discovery (e.g., options analysis, roadmap)
Change and feedback process
7. Budget and Commercial Considerations
Purpose
Provide guidance on financial expectations and pricing structure.
Why It Matters
Even a range or estimate helps vendors shape realistic proposals without over-engineering.
What to Include
Budget range or constraints
Preferred pricing model (fixed fee, T&M, phased)
Payment milestones
Any anticipated follow-on work
8. Proposal Instructions and Evaluation
Purpose
Ensure proposals can be compared fairly and evaluated consistently.
Why It Matters
Clear evaluation criteria signal professionalism and help vendors align responses with your priorities.
What to Include
Submission format and deadline
Required proposal components
Evaluation criteria and weighting
Timeline for review and award
9. Appendices
Purpose
Attach supporting materials that add context.
Why It Matters
Reference documents keep the main RFP concise and focused.
What to Include
Process maps, reports, or data samples
Policy or compliance references
Glossary of terms or acronyms
Final Note
An RFP seeking problem definition is an invitation to collaborate. The clearer you are about the problem, context, and constraints, the more effectively your partners can help you define the right solution. The effort you put into articulating your needs now pays dividends in every future phase.
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