
REQUEST FOR
INFORMATION
 
[sending organization]
 
_[project title]
 
_[project date]
Please send responses via 
at
 
no later than 
.
Request for Information (RFI)
Project Goals, Milestones, and Objectives
Below, the sending organization requests the recipient to consider the following project overview, including key goals, milestones and objectives desired.
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_

 
_

Details of Products and Services Required
The general description of the products and services required, with reference to standards, SOPs, and other supporting industrial best-practice criteria, is as follows:
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Timeline
Listed below, all goals, milestones, and deadlines, and the work required to reach such dates.

The project is currently planned to begin on 
_ 
[date] and end by 
_[date].

No.
Milestone Name/Description
Date
	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	


Further description of timeline and dependencies:

 
_

 
_

 
_

 
_

Deliverables
The following concrete deliverables are required by the project:

No.
Deliverable  Name/Description
Date
Pricing _ 

 
[price type]
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	8
	
	
	


	No.
	Deliverable  Name/Description
	Date
	Pricing _ 

 
[price type]
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Evaluation criteria
The following standards, SOPs, and/or certificates will apply to the deliverables:
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_
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_

 
_

Payment terms
Payment will be made in the following terms (i.e. on a per-milestone basis, on a per-deliverable basis, partial up-front and at the end of the project, full post-payment, full pre-payment, or other):
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_

 
_

 
_
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_
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Response guidelines
Please respond to this RFI with the following methods and deadlines:
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_

 
_

Response  guidelines, continued:
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