[Insert your organisation's logo]
Request for Proposal
Volunteer Management Software

RFP reference:  [RFP-VMS-2027-01]
Issued by:  [Organisation name]
Issue date:  [DD/MM/YYYY]
Closing date and time:  [DD/MM/YYYY, 5:00pm AEST/NZST]
Nominated RFP contact:  [Name, title, email]
Commercial in confidence. This document and its contents are provided solely for the purpose of responding to this RFP.


How to use this template
	GUIDANCE (delete before sending)
This template is designed for Australian and New Zealand organisations running medium to large volunteer programmes (typically several hundred volunteers or more, often across multiple sites, entities or events) who want to go to market for volunteer management software.
It contains three kinds of content:
· Standard RFP text in plain black. Review it, adjust it to suit your procurement policy, and keep what applies.
· Guidance panels (blue, like this one). These explain what each section is for and what good looks like. Delete every blue panel before you send the RFP.
· Worked examples (grey). These show the level of detail suppliers need to respond well. Replace them with your own content, or delete them.
Text in [yellow square brackets] is a placeholder. Search the document for "[" before sending to make sure none remain.
Tip: the more specific you are about your programme (volunteer numbers, roles, peak periods, compliance obligations and existing systems), the more comparable and accurate supplier responses will be. Vague requirements produce generic responses that are hard to evaluate.
Check this template against your organisation's own procurement policy, delegations and legal terms before issuing. It is a starting point, not legal advice.







1. Introduction
1.1 Objective
	GUIDANCE (delete before sending)
Summarise in two or three sentences why you are going to market now and what you want the new system to achieve. Suppliers use this to frame their whole response, so lead with the outcome, not the feature list.



[Organisation name] is seeking proposals from suitably experienced suppliers for the provision, implementation and ongoing support of a volunteer management software solution.
	WORKED EXAMPLE (replace with your own content)
[Organisation name] engages more than [4,000] active volunteers across [six] states and territories, supporting [community programmes, fundraising events and retail operations]. Volunteer recruitment, screening, rostering and recognition are currently managed through a mix of spreadsheets, email and a legacy database that no longer meets our needs. We are seeking a single, secure platform that reduces administrative effort for staff, gives volunteers a consistent experience from application to recognition, and provides reliable reporting on the contribution our volunteers make.



1.2 Goals
	GUIDANCE (delete before sending)
List three to six measurable goals. Where you can, attach a baseline or a target so suppliers can explain how they would help you reach it, and so you can measure success after go-live.



1. [Reduce time spent by staff on manual volunteer administration, such as rostering and compliance checks.]
2. [Shorten the time from volunteer application to first shift.]
3. [Ensure every active volunteer holds current, verified screening checks relevant to their role.]
4. [Give volunteers a self-service mobile experience to find shifts, check in and track their hours.]
5. [Provide accurate, real-time reporting on volunteer hours, retention and impact to leadership and funders.]
1.3 Purpose of this document
The purpose of this document is to invite suppliers to submit a proposal for a volunteer management software solution for [Organisation name], and to provide the information suppliers need to understand our programme, our requirements and how proposals will be assessed.
1.4 Glossary
	Term
	Meaning

	RFP
	Request for Proposal: this document and any addenda issued by [Organisation name].

	Respondent
	A person or organisation that submits a proposal in response to this RFP.

	VMS
	Volunteer management software.

	Go-live
	The date by which [Organisation name] requires the solution to be in live use.

	Volunteer coordinator
	A staff member or lead volunteer who manages volunteers day to day.

	Administrator
	A staff member with configuration and management access to the system.

	WWCC
	Working with Children Check (or equivalent, varying by state and territory).

	[Add terms]
	[Add any internal terms, programme names or acronyms used in this RFP.]



2. Organisation and programme background
2.1 About [Organisation name]
	GUIDANCE (delete before sending)
Describe your organisation's purpose, its structure (single entity, federation, group of entities or government department) and where volunteers fit in your mission.



[Describe your organisation, its mission and the role volunteers play.]
	WORKED EXAMPLE (replace with your own content)
[Organisation name] is a national [health charity] operating as a federation of [one national office and seven state member organisations]. Volunteers deliver [patient support services, fundraising events and community education], and are central to our ability to reach people in regional and remote communities.



2.2 Programme profile
	GUIDANCE (delete before sending)
This table is the single most useful thing you can give suppliers. Accurate numbers let them size licensing, scope implementation and recommend the right configuration. Use ranges if exact figures are not known, and note expected growth.



	Area
	Details

	Required go-live
	[DD/MM/YYYY]

	Locations / regions
	[e.g. VIC, NSW, QLD and Auckland; 42 sites]

	Organisation type
	[e.g. health or cause-led charity, sport federation, major event, food rescue, local or state government]

	Legal entities or member organisations
	[e.g. 1 national body and 7 state entities, each needing its own data separation]

	Administrators (staff users)
	[#]

	Team leaders / coordinators
	[#]

	Active volunteers (last 12 months)
	[#]

	Total volunteer records (active and inactive)
	[#]

	Volunteer roles or programmes
	[# and examples, e.g. hospital ward support, event marshal, warehouse sorter]

	Peak periods
	[e.g. 2,500 volunteers rostered across a single event weekend in March]

	Expected growth (next 3 years)
	[e.g. 20% increase in active volunteers]

	Languages required
	[e.g. English, Simplified Chinese, Te Reo Māori]



2.3 Current state
	GUIDANCE (delete before sending)
Explain how volunteers are managed today, which tools are in use, what works, and where the pain points are. Be candid: suppliers can only solve problems they know about. Include any work already done (discovery, business case, previous procurement).



[Describe current processes, systems and challenges.]
	WORKED EXAMPLE (replace with your own content)
Each state entity manages its own volunteers using a combination of spreadsheets, a shared inbox and an online form tool. Screening checks are tracked manually, and coordinators spend significant time each week confirming check expiry dates. There is no single view of volunteers across states, so national reporting is compiled by hand each quarter.
A discovery project completed in [month year] confirmed the need for a dedicated volunteer management platform, and an approved business case is in place.



2.4 Organisational structure and stakeholders
	GUIDANCE (delete before sending)
List who will use, approve, fund and support the system. Suppliers will tailor demonstrations and implementation plans to these groups. Include IT, privacy, finance and procurement, not just the volunteering team.



	Stakeholder group
	Role in this project
	Interest or requirement

	[Head of Volunteering]
	[Project sponsor]
	[Programme outcomes, volunteer experience, reporting]

	[Volunteer coordinators]
	[Primary system users]
	[Ease of rostering, communication, compliance tracking]

	[IT and information security]
	[Technical approver]
	[Security, SSO, integrations, data hosting]

	[Privacy / legal]
	[Approver]
	[Privacy Act compliance, data retention, contract terms]

	[Finance / procurement]
	[Approver]
	[Pricing, total cost of ownership, procurement policy]

	[Volunteers]
	[End users]
	[Simple sign-up, mobile access, recognition]



3. Requirements
	GUIDANCE (delete before sending)
Think about the full volunteer lifecycle: how you attract, screen, onboard, train, roster, engage, recognise and retain volunteers, and how you report on their contribution.
Prioritise each requirement so suppliers (and your evaluation panel) can see what is essential. Suggested scale:
· Must: essential. A proposal that cannot meet this is unlikely to proceed.
· Should: important, but a workaround or roadmap commitment may be acceptable.
· Could: desirable. Will add value but will not decide the outcome on its own.
Delete rows that do not apply and add any that are specific to your programme. Respondents complete the Response and Comments columns in Section 8.2.



3.1 Solution requirements summary
[Organisation name] requires a modern, cloud-based volunteer management software solution that supports the following capabilities. Detailed requirements are set out in Section 3.2 and the response matrix in Section 8.2.
	#
	Capability area
	Summary
	Priority

	1
	Recruitment and applications
	Branded, mobile-friendly application forms and role listings
	[Must]

	2
	Screening and compliance
	Tracking of WWCC, police checks, qualifications and expiries
	[Must]

	3
	Onboarding and training
	Automated onboarding journeys and online training modules
	[Must]

	4
	Rostering and scheduling
	Shift creation, self-rostering, recurring and event rostering
	[Must]

	5
	Check-in and attendance
	Mobile, QR or kiosk check-in with hours tracking
	[Should]

	6
	Communications
	Automated and targeted email, SMS and push messages
	[Must]

	7
	Engagement and volunteer app
	Self-service volunteer portal and mobile app
	[Should]

	8
	Reward and recognition
	Milestones, badges, certificates and recognition tools
	[Should]

	9
	Automations and workflows
	Configurable approvals, triggers and workflows
	[Must]

	10
	Multi-entity administration
	Permissions and data separation across entities, sites or programmes
	[Must]

	11
	Reporting and insights
	Dashboards, custom reports and impact reporting
	[Must]

	12
	Security and privacy
	SSO, MFA, data hosted in Australia/NZ, Privacy Act compliance
	[Must]

	13
	Integrations and data
	APIs, standard integrations and data import/export
	[Should]

	14
	Accessibility and languages
	WCAG compliance and multilingual support
	[Should]



3.2 Detailed requirements
	GUIDANCE (delete before sending)
For each area, describe what you need in your own words and include a real scenario. Scenarios help suppliers show you how their system works in practice, and make demonstrations far easier to compare.



3.2.1 Recruitment and applications
· Publish volunteer roles and opportunities on our website and share them through external channels.
· Application forms that can be configured by role, programme or entity, with conditional questions.
· Ability to manage high application volumes during recruitment campaigns without manual sorting.
· Shortlisting, interview scheduling and approval workflows.
· [Add your own requirements]

	WORKED EXAMPLE (replace with your own content)
During our annual recruitment campaign we expect around [3,000] applications over [four] weeks, across [12] role types. Applicants should only be asked questions relevant to the role they choose, and applications should be routed automatically to the right state coordinator.



3.2.2 Screening and compliance
· Record and track screening requirements by role, including Working with Children Checks (which vary by state and territory), National Police Checks, NZ Police vetting, and role-specific qualifications or licences.
· Automated reminders to volunteers and coordinators before checks expire.
· Prevent volunteers from being rostered to roles they are not cleared for.
· Integration with background check providers (please list any you support).
· Secure storage of supporting documents, with access restricted by role.
· [Add your own requirements]

	WORKED EXAMPLE (replace with your own content)
A volunteer in our children's programme in Queensland must hold a current Blue Card, while the same role in Victoria requires a Victorian WWCC. The system should know which check applies by location and role, and stop the volunteer being rostered if the check has lapsed.



3.2.3 Onboarding and training
· Automated onboarding journeys that differ by role or programme.
· Online training modules, inductions and policy acknowledgements, with completion tracking.
· Ability to require training completion before a volunteer can be rostered.
· [Add your own requirements]

	WORKED EXAMPLE (replace with your own content)
New hospital volunteers must complete infection control and privacy modules, then attend an in-person induction, before they can book a first shift.



3.2.4 Rostering and scheduling
· Create one-off, recurring and event-based shifts, with roles, locations and capacity limits.
· Volunteer self-rostering, shift swaps and waitlists, with coordinator approval where needed.
· Bulk rostering for large events, including allocation of thousands of volunteers to shifts and locations.
· Visibility of availability, skills and preferences when filling shifts.
· [Add your own requirements]

	WORKED EXAMPLE (replace with your own content)
For our major event, [2,500] volunteers are rostered across [three] days and [15] venues. Volunteers should be able to nominate preferences, and coordinators need to fill late gaps quickly on the day.



3.2.5 Check-in, attendance and hours
· Mobile check-in and check-out, including QR codes, kiosk mode and location-based check-in.
· Real-time view of who is on site, for safety and emergency purposes.
· Automatic recording of volunteer hours, with the ability for coordinators to approve or adjust.
· [Add your own requirements]

3.2.6 Communications and engagement
· Email, SMS and push notifications, targeted by role, location, programme or status.
· Automated communications triggered by events (for example, application received, shift reminder, check expiring).
· Volunteer self-service portal and mobile app to manage profiles, shifts and documents.
· Surveys and feedback collection.
· [Add your own requirements]

3.2.7 Reward and recognition
· Milestone recognition based on hours or years of service.
· Badges, certificates and personalised thank-you communications.
· Support for National Volunteer Week and other recognition campaigns.
· [Add your own requirements]

3.2.8 Multi-entity administration and permissions
· Tiered administrator roles and permissions (for example, national, state, site and programme level).
· Data separation between entities or programmes where required, with consolidated reporting at the top level.
· Ability for each entity or site to configure its own forms, roles and communications within organisation-wide standards.
· [Add your own requirements]

	WORKED EXAMPLE (replace with your own content)
State coordinators must only see volunteers in their state, while the national team needs an aggregated view of volunteer numbers, hours and compliance across all states.



3.2.9 Reporting and insights
· Standard and custom reports on recruitment, retention, hours, compliance and engagement.
· Dashboards for leadership and coordinators.
· Export of data for board, funder and annual reporting, including volunteer hours and estimated economic value.
· [Add your own requirements]

3.3 Security, privacy and data
	GUIDANCE (delete before sending)
Involve your IT and privacy teams early. Many organisations also send a separate security questionnaire; if you do, reference it here so suppliers know to complete it.



· Compliance with the Privacy Act 1988 (Cth) and the Australian Privacy Principles, and the Privacy Act 2020 (NZ) where New Zealand volunteers are engaged.
· Data hosted in [Australia / New Zealand]. Respondents must state where data, including backups, is stored and processed.
· Single sign-on (SSO) for staff users [e.g. Microsoft Entra ID, Okta] and multi-factor authentication (MFA).
· Role-based access controls and full audit logging.
· Details of independent security certifications or attestations held or in progress (for example, ISO 27001 or SOC 2), and the date of the most recent penetration test.
· Data breach notification process, consistent with the Notifiable Data Breaches scheme.
· Data retention, deletion and return of data at the end of the contract.
· Service availability commitments, backup and disaster recovery arrangements.

3.4 Accessibility and inclusion
· Volunteer-facing interfaces should meet WCAG 2.2 Level AA (or state the level currently met).
· Multilingual support for volunteer-facing content. Please list supported languages.
· Ability to capture accessibility needs and adjustments where volunteers choose to share them.

3.5 Integrations
	GUIDANCE (delete before sending)
List every system the VMS may need to exchange data with, and be clear whether an integration is essential at go-live or a later phase. Ask suppliers to state whether each integration is native, via API, via a third-party connector, or not supported.



	System
	Current use
	Integration required?
	Timing

	[e.g. Salesforce / CRM]
	[Supporter and donor records]
	[Y]
	[Go-live]

	[e.g. Microsoft Entra ID]
	[Staff identity and SSO]
	[Y]
	[Go-live]

	[e.g. HRIS / payroll]
	[Staff records]
	[N]
	[Phase 2]

	[e.g. Learning management system]
	[Staff and volunteer training]
	[Y]
	[Phase 2]

	[e.g. Background check provider]
	[Police checks]
	[Y]
	[Go-live]

	[e.g. Power BI / Tableau]
	[Organisational reporting]
	[Y]
	[Phase 2]



3.6 Implementation, training and support
· A proposed implementation plan and timeline that meets the required go-live date, including phases, milestones and resourcing from both parties.
· Migration of existing volunteer data, including data cleansing support.
· Training for administrators and coordinators, and resources for volunteers.
· Ongoing support model, including hours of support in Australian and New Zealand time zones, channels, response times and service levels.
· Account management and customer success approach after go-live, including how product updates and new features are introduced.

4. Related initiatives
	GUIDANCE (delete before sending)
Summarise any projects that could affect, or be enriched by, the new system. This helps suppliers spot dependencies and opportunities early.



1. [Project name]: [brief description, timing and how it relates to volunteer management].
	WORKED EXAMPLE (replace with your own content)
CRM replacement (2027): we are moving to a new CRM in the second half of 2027. Volunteer records will need to sync with supporter records so we can see people who both volunteer and donate.



5. Evaluation
5.1 Minimum requirements
To be considered, proposals must demonstrate the following:
1. Implementation: the ability to scope, implement and replace existing systems, including support for moving data from current tools into the new solution.
2. Timeframe: realistic and achievable delivery expectations that meet [Organisation name]'s required go-live date.
3. Support: detailed information on training and support capabilities, including service levels and standard support KPIs.
4. Security and privacy: the ability to meet the requirements in Section 3.3, including data hosting in [Australia / New Zealand].
5. [Add any further mandatory criteria]
5.2 Evaluation criteria
	GUIDANCE (delete before sending)
Publishing weightings is good practice. It tells suppliers where to focus and makes your decision easier to defend. The weightings below are an example only; adjust them to your priorities and your procurement policy.



	Criterion
	What we will assess
	Weighting

	Functional fit
	How well the solution meets the requirements in Section 3, demonstrated through response and product demonstration
	[35%]

	Scalability and complexity
	Ability to support our volume, peak periods, multiple entities and programmes
	[15%]

	Implementation and support
	Approach, timeline, team experience, training and ongoing support
	[15%]

	Security, privacy and compliance
	Data hosting, certifications, privacy compliance and screening management
	[10%]

	Volunteer experience
	Ease of use, mobile experience, accessibility and languages
	[10%]

	Cost and value
	Total cost of ownership over [three] years
	[15%]

	Total
	
	100%



[Organisation name] may shortlist Respondents for product demonstrations, reference checks and further clarification before making a decision.
6. Pricing
	GUIDANCE (delete before sending)
Ask for pricing in a consistent structure so proposals can be compared like for like. Asking for a multi-year view helps reveal the true total cost of ownership.



Proposals should be priced in [Australian dollars (AUD) / New Zealand dollars (NZD)] and clearly state whether amounts are inclusive or exclusive of GST.
Respondents should provide:
· Annual subscription or licence fees, and the basis for pricing (for example, by volunteer, administrator or tier).
· One-off implementation, configuration, data migration and training fees.
· Costs for any optional modules, integrations or additional services.
· Indicative pricing for years 1, 2 and 3, including any price review mechanisms.
· Any other fees or charges that may apply.

7. RFP process
7.1 Timeline
	Event
	Date
	Notes

	RFP issued
	[DD/MM/YYYY]
	This RFP is issued on this date.

	Questions close
	[DD/MM/YYYY]
	Questions must be sent to the Nominated RFP Contact. Questions and answers will be shared with all Respondents (without identifying the source) so everyone is equally informed.

	RFP closes
	[DD/MM/YYYY, time AEST/NZST]
	Proposals must be received no later than this date and time.

	Shortlist and demonstrations
	[DD/MM/YYYY]
	Shortlisted Respondents will be invited to present.

	Decision
	[DD/MM/YYYY]
	[Organisation name] will notify all Respondents of the outcome.

	Contract start
	[DD/MM/YYYY]
	

	Go-live
	[DD/MM/YYYY]
	



7.2 Nominated RFP contact
All communication about this RFP must be directed to the following person. Respondents must not contact other staff, board members or volunteers about this RFP.
	Name
	[Name]

	Title
	[Title]

	Email
	[Email]

	Phone
	[Phone]



7.3 Submission requirements
· Proposals must be submitted electronically to [email address / procurement portal] in [PDF] format.
· Proposals must follow the structure in Section 8 and should not exceed [30] pages, excluding appendices.
· Product brochures may be included as appendices but will not substitute for a direct response to each requirement.

7.4 Late submissions
Respondents are responsible for submitting their proposals before the closing date and time. [Organisation name] reserves the right to exclude late proposals from consideration.
7.5 References
[Organisation name] may ask Respondents to provide references from current customers, ideally organisations of similar size and complexity, and to make those referees available for discussion.
7.6 Conflict of interest
Respondents must declare any actual, potential or perceived conflict of interest. If a conflict arises during the RFP process, the Respondent must notify the Nominated RFP Contact immediately.
7.7 Confidentiality
Information provided in this RFP is confidential and must only be used to prepare a response. [Organisation name] will treat proposals as commercial in confidence, subject to its legal obligations.
7.8 No obligation
This RFP does not commit [Organisation name] to award a contract. [Organisation name] may vary, suspend or cancel this process at any time, and is not liable for any costs Respondents incur in preparing a proposal.


8. Respondent response
Respondents should structure their proposal using the sections below. Replace the guidance text in the 'Response' column with your reply, and add anything further in 'Additional information'.
8.1 Response summary
	Section
	Response
	Additional information

	Introduction
	A brief introduction and summary of the proposal.
	

	Company background and experience
	Company overview, years operating, offices and support presence in Australia and New Zealand, and relevant customers of similar size and complexity.
	

	Understanding of the project
	Your understanding of our objectives, scope and challenges.
	

	Proposed solution
	An overview of the proposed solution and how it meets our requirements, including hosting and deployment architecture.
	

	Implementation approach
	Proposed method, timeline, phases, resourcing, data migration and adoption approach.
	

	Training and support
	Training approach, support hours, channels, service levels and customer success model.
	

	Security and privacy
	Response to Section 3.3, including certifications and data hosting location.
	

	Product roadmap
	Planned developments relevant to our requirements over the next 12 to 24 months.
	

	Pricing
	Pricing in line with Section 6.
	

	References
	At least [two] customer references, ideally from similar organisations.
	



8.2 Requirements response matrix
For each requirement, state whether it is met using the following key, and add comments where useful.
Yes: available now as standard.   Config: available through configuration.   Partial: partly met, explain.   Roadmap: planned, give expected date.   No: not supported.
	#
	Capability area
	Priority
	Response
	Comments

	1
	Recruitment and applications
	[Must]
	
	

	2
	Screening and compliance
	[Must]
	
	

	3
	Onboarding and training
	[Must]
	
	

	4
	Rostering and scheduling
	[Must]
	
	

	5
	Check-in and attendance
	[Should]
	
	

	6
	Communications
	[Must]
	
	

	7
	Engagement and volunteer app
	[Should]
	
	

	8
	Reward and recognition
	[Should]
	
	

	9
	Automations and workflows
	[Must]
	
	

	10
	Multi-entity administration
	[Must]
	
	

	11
	Reporting and insights
	[Must]
	
	

	12
	Security and privacy
	[Must]
	
	

	13
	Integrations and data
	[Should]
	
	

	14
	Accessibility and languages
	[Should]
	
	



8.3 Pricing schedule
	Item
	Year 1
	Year 2
	Year 3
	Notes

	Subscription / licence fees
	
	
	
	

	Implementation and configuration
	
	
	
	

	Data migration
	
	
	
	

	Training
	
	
	
	

	Optional modules or integrations
	
	
	
	

	Other fees
	
	
	
	

	Total (state GST inclusive or exclusive)
	
	
	
	



8.4 Declaration
By submitting a proposal, the Respondent confirms the information provided is accurate, and that it has read and accepts the conditions of this RFP.
	Company name
	

	Authorised signatory
	

	Position
	

	Signature
	

	Date
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