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1. Introduction & Company Background
Include information about the issuing company including:
· Company Name
· Company HQ
· Company Website
· Company overview
· Contact Person for questions
· Briefly state the goal and a high-level overview of the project
· Primary goal of outsourcing
Provide an overview of this Request for Proposal (RFP), which seeks qualified third-party logistics (3PL) providers to manage and operate warehousing and logistics functions in support of our operations. Our objective is to select a partner capable of improving service, reducing cost, and scaling operations efficiently while maintaining exceptional quality and safety standards.
2. RFP Timeline
Here is an overview of the key dates for this RFP event:
· | RFP Release Date | [Date] |
· | Deadline for Intent to Bid | [Date] |
· | Deadline for Submitting Questions | [Date] |
· | Company Response to Questions Issued | [Date] |
· | Proposal Submission Deadline | [Date and Time] |
· | Finalist Interviews (Target) | [Date Range] |
· | Selection & Award (Target) | [Date] |
· | Services Go-Live Date (Target) | [Date] |
[bookmark: _Toc212651690]3. Company Overview
Please provide a brief overview of your organization, including:
· Company name, headquarters address, and ownership structure
· Years in business and financial stability
· Locations and total square footage of owned/operated facilities
· Key industry verticals served (e.g., food & beverage, consumer goods, retail, industrial)
· Detail your safety and compliance record (e.g., OSHA logs, certifications)
· Certifications (ISO, FDA, TSA, SQF, C-TPAT, etc.)
· References (top 3 clients similar in size/scope)
[bookmark: _Toc212651691]4. Scope of Services
4.1 [bookmark: _Toc212651692]Core Services Required
· Inbound receiving and putaway
· Inventory management and cycle counting
· Order picking and packing
· Outbound shipping and load consolidation
· Returns management / reverse logistics
· Value-added services (labeling, kitting, rework, repackaging)
· Reporting and KPI management
[bookmark: _Toc212651693]4.2 Optional / Add-On Services
· Transportation management (TL, LTL, parcel, drayage)
· Cross-docking and transloading
· Customs brokerage and bonded warehousing
· Dedicated fleet or shuttle services
· Technology integration (EDI, WMS, ERP connectivity)
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Provide information on available or proposed facilities to service our business:
· Location(s), total and usable square footage
· Dock doors, ceiling height, and racking configuration
· Food-grade / temperature-controlled / hazmat capabilities (if applicable)
· Security and safety systems
· Proximity to key customer or supplier locations
[bookmark: _Toc212651695]6. Labor & Staffing Model
· Typical staffing structure (supervisors, forklift operators, pickers, leads, clerks, etc.)
· Training and safety programs
· Labor sourcing model (direct hire, agency, blended)
· Turnover rate and retention strategy
· Shift coverage and flexibility for peak periods
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· WMS platform used (vendor, version, web portal access)
· Integration capabilities (API, EDI, ERP)
· Inventory visibility tools and dashboards
· Standard reporting frequency (daily, weekly, monthly)
· Example KPIs (accuracy, on-time shipment, dock-to-stock time, etc.)
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Provide proposed pricing including:
· Storage rates (pallet/month, sq. ft., etc.)
· Handling rates (inbound, outbound, per line, per order, etc.)
· Value-added service rates
· Start-up/implementation costs
· Management fees (if applicable)
· Minimum monthly charges or volume thresholds
· Contract term options (e.g., 1-year, 3-year with renewal options)
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Outline your proposed implementation timeline and key milestones:
· Transition planning and start-up activities
· Systems integration schedule
· Facility setup and go-live
· Staffing and training plan
· Risk mitigation and contingency plans
[bookmark: _Toc212651699]10. Performance Management
Describe how you measure and report performance, including:
· Service Level Agreements (SLAs)
· Key Performance Indicators (KPIs)
· Root cause analysis and corrective action process
· Continuous improvement programs (Lean, Six Sigma, Kaizen, etc.)
[bookmark: _Toc212651700]11. Proposal Submission Instructions
All proposals should be submitted electronically in PDF format to:
**[Contact Email]**
Subject line: **“[Your Company Name] – Contract Logistics RFP Response”**

**Deadline:** [MM/DD/YYYY at 5:00 PM EST]
Include:
· Completed RFP response
· Pricing Template
· Company overview presentation or brochure (optional)
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· Operational fit and capability (25%)
· Cost competitiveness (25%)
· Technology and reporting (15%)
· Experience and references (15%)
· Implementation plan and scalability (10%)
· Cultural alignment and safety record (10%)
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