RFP BestPractices
User Guide

Install the PR Council audit, review your RFP, and turn findings into practical improvements.

Whatls the PR Council RFP Best Practices Skill?

The PR Council RFP Best Practices Skillis an Al-assisted review tool that evaluates an agency RFP against the
PR Council's 12 RFP Best Practices. It identifies gaps and suggests practical additions.

Before YouBegin
You will need:

e The PR Council skill ZIP file. Keep the file in ZIP format.
e A ChatGPT or Claude account that permits custom skills.
e The RFP, RFI, agency brief, and any appendices you want reviewed.

If you do not see the option to upload a skill orinstall a plugin, your account plan or your organization's
administrator may restrict custom extensions. Ask your administrator whether the PR Council skill or plugin can
be approved foryourworkspace.

Install the Skillin ChatGPT

1. Open Plugins in the left sidebar.

ChatGPT Q O Chat Work (&)

(& New chat
M Library
(@ Scheduled

@ Plugins

-+« More

Pinned
;”e What's on the agenda today?
Custom GPT Builder

¥ Infographic Insight
+ Ask ChatGPT Medium 9 o

&} Ad Copy Creator from URL
& Text to video

~ M Turn the latest brand-footprint pilot feedback into the next test brief
<= Brand Voice Builder By Prof
& Brand Voice Builder 5% Watch for the three workflow additions and draft the client follow-up
B Agency 0S
Send me a Monday brief on Al shifts that matter for my professional services clients

5 Assistant Overviews

® Health

Projects

3 sallv Linkedin Posts
Sally Slater
Pro

®



2. Select Skills at the top.
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3. Click the plusicon beside Search Skills.
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4. Choose Upload from your computer.
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5. Choose the PR Council skill ZIP in the upload area.
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Afterinstallation, confirm that the PR Council RFP audit skill is available, then start a new chat or task and attach
your RFP.



Install the Skillin Claude

1. Open Customize, then select Skills.
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2. Click Add, then Upload skill.
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3. Choose the PR Council skill ZIP, then select Save when available.
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Afterinstallation, confirm that the PR Council RFP audit skill is available, then start a new chat or task and attach
your RFP.

Install the Pluginin Claude

Use the separate PR Council plugin ZIP, named pr-council-rfp-audit-1.0.3-plugin.zip . Keepitzipped.The
skill ZIP and plugin ZIP are intended for different upload options.

1. Open Customize, then select Plugins.
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2. Click Add in the upper-right corner.
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4. Choose the PR Council plugin ZIP, then select Upload.
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If your organization has already made the plugin available, choose Browse plugins, find the PR Council plugin,
and select Installinstead. If upload orinstallation is unavailable, ask your Al administrator to approve or
distribute the plugin.

For Claude Workspace Administrators
(0] Open Organization settings, then Plugins.

02 Select Add plugins, then Upload a file.

03 Choose anexisting marketplace orname anew one.



04 Selectthe PR Council plugin ZIP and click Upload.
05 Setthepluginto Available forinstall, Installed by default, or Required, according to your organization's
policy.

Uploading a laterrelease with the same plugin name replaces the previous version in a manually managed
marketplace.

Afterinstallation, confirm that the PR Council RFP audit skill is available, then start a new chat or task and attach
your RFP.

Install the Pluginin ChatGPT

The Scribe walkthrough shows plugin import through the same Plugins > Skills > plus icon > Upload from your
computer route. Use thisroute if your workspace supports importing the supplied plugin ZIP. Otherwise use
the standalone skill ZIP and the ChatGPT skill steps above.

1. Open Plugins > Skills, click the plusicon, and choose Upload from your computer.
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2. Select the compatible plugin ZIP. The upload dialog may still say “Upload a skill.”
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€, Drag and drop a .zip/.skill file or SKILL.md to upload

Afterimport, confirm that the PR Council RFP audit skill appears. This PR Council plugin contains one audit skill.

If your administrator distributes it through your workspace plugin directory, open Plugins, find the PR Council
plugin, and choose Install plugin, if shown.

Start an Audit

Use the skill from the main chat afterinstallation. You can "call" it with a slash command or describe the taskin
ordinary language.

Use the Slash Command

01 Start anew chat.

02 Type / andselectthe PR Council RFP audit skill from the dropdown list. You can also just type /pr-
council-rfp-audit.

03 AttachtheRFPandanyrelatedfiles.

04 Hitthe EnterorReturn button.

Use Natural Language

Add the RFP and supporting files to a new chat, then ask:

Audit this RFP against the PR Council's RFP Best Practices.



You can also give the Al helpful context, such as whether the document is a draft, an RFI, or a final RFP. When the
packetincludes appendices, timelines, pricing instructions, or background materials, attach themin the same
chat so the skillcanreview the full record.

Reports and Findings

The skill provides a short findings summary and two reports:
e HTML dashboard forreviewing the findings on screen.
e PDFreport fordownloading, sharing, or printing.

The report evaluates each practice as Fully Addressed, Partially Addressed, or Not Addressed. It shows the
exact language from the documents you provided that supports each finding. When the document is missing a
best practice, the report also provides practical guidance and suggested wording that can be adapted for the
brief.

Use the Findings

Begin with Fix These First, which identifies the changes most likely to improve the quality and comparability of
agency responses.

Review each suggestion against your organization's requirements before adding it to the RFP. For each "Partial"
or "Missing" finding, you'll see suggested language.

Click the Copy buttonin the dashboard to drop the language into your document, or you can keep working in
the same chat. Try prompts like:

e Help merevise the budget sectionusing the report'srecommendation.
e Draftlanguage for the missing evaluation criteria using only the information in this RFP.

e Create achecklist of the changes we should make before releasing this RFP.

Privacy and Data Handling

The skill does not send your RFP or any other data to the PR Council. The review runs entirely inside the Al
platformyou choose.

Your Al provider may process or retain your files and conversations according to your plan, account settings,
and agreement with that provider. Follow your organization's policies before uploading confidential or
sensitive information. Downloaded reports remain in the location where you save them until you delete them.

Skill Security

The skill package underwent a security review covering:

e Hiddeninstructions designed to manipulate the Al, also known as promptinjection.



e Attemptsto sendyour RFP data somewhere else.

e Malicious code orunsafe commands.

e Unsafe handling of files.

e Exposed passwords or credentials.

e Known security problems in software the skill relies on.

The review found no security issues in the package. The skill makes no network calls of its own, leaves your
original RFP unchanged, and creates only the local working files and reports needed for the audit.

Frequently Asked Questions

What s a skill?

Askillis areusable set of instructions that gives an Al a consistent method for completing a specific task. Once
installed, it works inside ChatGPT or Claude and can be called from a chat when needed; itis not a separate app
and doesnotrunonits own.

Should linstall the skill or the plugin?

Install the skill if you are adding the PR Council audit to your own ChatGPT or Claude account. Install the plugin if
your organization distributes approved Al tools through a plugin directory or marketplace and wants one
managed version that can be made available to multiple users.

Both versions use the same PR Council review method and produce the same result. The plugin changes how
the toolis packaged, distributed, and updated. It does not give the audit additional access or share your RFP
with other people in your organization. If you are unsure, ask your Al administrator which option your
organization supports.

Canluse the skill on a draft, RFI, oragency brief?

Yes. The skill canreview a draft RFP, final RFP, RFI, agency brief, or related packet. Include any appendices and
supporting materials that should be part of the review.

Will the skill change my original document?

The skill does not change your original document. It analyzes the files you provide and produces a separate
report. You decide which recommendations to adopt, and you can ask the Al to help draft revisions in the same
chat.

Canlrerun the audit?

You can attach the revised document in the main chat and ask the Al to run the PR Council audit again.

Who can access my RFP?

The skill does not send your RFP orreport to the PR Council or InnovAltion Partners. Your Al provider's data



practices stillapply, as describedin Privacy and Data Handling above.

Canthe skill replace my internal RFP/RFI review process?

The reportis a decision-support tool, not areplacement for your organization's usual legal, procurement,
privacy, or security review. Complete that process before issuing the RFP.

Troubleshooting

You cannot upload the skill or install the plugin. Confirm that your account permits custom skills or plugins,
or contact your organization's Aladministrator.

You don't see the skill in the dropdown menu. You may need to quit and reopen for the skill to appear.

Natural language does not start the PR Council audit. Type / inthe main chatand choose the PR Council
RFP audit skill before sending your request.

The RFP refers to an appendix that was not reviewed. Attach the missing file and ask the Al to rerun the
audit using the complete packet.

One of the report files is missing. Ask the Al to finish the PR Council RFP audit and provide both the HTML
dashboard and PDF report.

You have a security concern. Contact the PR Council through prcouncil.net/contact-us.

Interface labels may change as ChatGPT and Claude update their products. This guide was last reviewed in
September2026.

Screenshots from the installation walkthrough. Select a screenshot to enlarge it. Account menus may
vary.
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