
Talent buying is a critical component of organizing successful events, performances, and shows in the live entertainment industry. It involves 
the procurement of performers, musicians, and artists for concerts, festivals, tours, and other events. An effective talent buying process 
requires careful planning, market research, negotiation, and budget management. To initiate the talent buying process, organizations often 
issue a Request for Proposal (RFP) or Request for Quote (RFQ) to identify potential suppliers. This white paper provides guidance on how to 
write an effective RFP or RFQ for your talent buyer needs.

KEY ELEMENTS OF AN

RFP OR RFQ FOR TALENT BUYING IN ENTERTAINMENT

In conclusion, writing an effective RFP or RFQ for talent buying in entertainment requires careful planning and attention to detail. The document 
should clearly define the scope of work, evaluation criteria, submission requirements, contract terms, budget, and timeline. By following 
these guidelines, organizations can attract qualified vendors to ensure that the project is completed on time and within budget, and deliver a 
successful event that meets the needs of the target audience and organization.

Selecting the correct vendor is an important process that shouldn't be rushed. If you need any guidance

on the process, please reach out to Brennan for a free consultation! (brennan@trixstar.com)
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1 BACKGROUND INFORMATION
Start the document by providing background information about the event, such as the date, location, and purpose. It should also 
include a brief description of the organization, target audience, the type of performers required, history and the event format.

2 SCOPE OF WORK
Clearly define the scope of work required for talent buying, including the services required, expectations, number of performers, 
type of acts, duration of performances, and any other special requirements, such as technical specifications.

3 EVALUATION CRITERIA
Provide a detailed list of the evaluation criteria that will be used to assess the proposals, such as price, experience and 
reputation/references, proposal/quote completedness.

4 PROPOSAL SUBMISSION REQUIREMENTS
Clearly outline the requirements for submitting proposals, such as the deadline, format, and delivery method. You may also 
include any additional documentation that is required, such as references, work samples, and contracts.

5 CONTRACT TERMS AND CONDITIONS
Provide the terms and conditions that will be included in the contract, such as payment terms, cancellation policies, and 
intellectual property rights. This will ensure that all parties understand their obligations and expectations.

6 BUDGET
Include a budget for the entertainment, this will help vendors better understand the scope, quote their services more accurately 
and enable them to propose solutions that fit within the budget.

7 TIMELINE
Provide a timeline for the talent buying delivery process. Include key milestones such as question submission deadline, the 
proposal submission deadline, the evaluation period, awarding and the final contract signing as well as when work will begin 
and delivery dates that are targeted. This will help vendors understand the overall timeline and ensure that they are able to 
meet the project deadlines.


