REQUEST FOR INFORMATION TEMPLATE

(August 2016)

A Request for Information (RFI) is a document used to solicit information, data, comments, or reactions from possible vendors prior to issuing a solicitation.  An RFI is a noncompetitive solicitation an agency may issue before a solicitation for bids, proposals, or multi-step solicitation to be used as a research tool. Information obtained as a result of a RFI is subject to the State open records laws. (See N.D.A.C. § 4-12-06-07).  


This RFI template provides a sample format and content for an RFI and includes notes for an agency to consider throughout the template.  

Customize this template by adding, modifying or deleting sections.  Instructions and notes are in blue bold italics for an agency to consider. After you have read the instructions, please delete the text.

Word choices and information that needs to be inserted are indicated by blue text. For example: will or will not. Be sure to update and change any remaining blue text to black.

Don’t forget to update the numbering after deleting or adding any sections or attachments to the RFI.

For assistance or suggestions related to this template, contact the State Procurement Office at 701-328-2740.

Note:  Delete instructions before finalizing the RFI
State Of North dakota

NAME OF AGENCY OR INSTITUTION

NAME OF DIVISION, SECTION, OR DISTRICT

STREET AND MAILING ADDRESS
Note: A suggested format for the RFI number is the three-digit agency number and any applicable division number, followed by the two digit calendar year, and a three-digit sequential count of solicitations issued that year. For example: 110.7-0413-03.

Request For Information (RFI)
Solicitation Number: Insert number

Date of Issue: Insert day, month, year
RFI Title: Insert title

Purpose of RFI: Insert a brief statement that summaries the purpose of this RFI (e.g. who, what, where, when, why)

SECTION ONE

INTRODUCTION AND INSTRUCTIONS

1.01 Purpose of the RFI
Note: Revise or delete as needed.

The state of North Dakota, acting through its Insert name of agency or institution, division/section/district (STATE) is soliciting information from potential bidders for Insert a brief description of the purpose of the RFI consistent with the cover page.
The information, data, comments, or reactions obtained may be used as research for a future solicitation.  This RFI does not constitute and Invitation for Bid, Request for Proposal, or Informal Request for Bid or Proposal and is not to be construed as a commitment by STATE.
STATE will review all responses received.  If STATE decides to issue a solicitation for commodities or services, the procurement will be conducted in accordance with North Dakota State Procurement laws, rules and guidelines.  

1.02 Contact and Response Information 
The procurement officer is the point of contact for this RFI. Please submit responses to the procurement officer by the deadline specified in the RFI Schedule.  Please reference the Solicitation Number and Title.   You may submit your response in person, by mail, or by email to the procurement officer at:

Address: 
Insert Name of Agency or Institution
Insert name of division, section or district

Attention: Insert name of procurement officer
Insert solicitation number and title
Insert mailing address

Insert city, state and zip code

Email:

Address
1.03 Assistance to Individuals with a Disability

Contact the procurement officer, as soon as possible, if an individual with a disability needs assistance with the RFI, including any events in the RFI Schedule, so reasonable accommodations can be made. 

1.04 RFI Schedule

Note: Revise or delete as needed. Include dates of events during the RFI process.  It is recommended to give at least seven (7) days between RFI issued date and Deadline for Submission of Questions and Requests for Clarification.

	EVENT
	DATE

	RFI issued
	Insert date

	Deadline for Submission of Questions and Requests for Clarification by  Insert time AM or PM, C.T.
	Insert date

	Amendment with Responses to Questions and Requests for Clarification issued approximately (if required)
	Insert date

	Deadline for Submission of Responses by Insert time AM or PM, C.T.
	Insert date


1.05 Questions and Requests for Clarification
Note: Revise or delete as needed. Select the appropriate option and delete other options. A questions and answer period is not required but may a helpful to coordinate answers.
Option One – Deadline for Questions and Requests for Clarifications

Please submit any questions or requests for clarifications about this RFI in writing to the procurement officer by the deadline for submission of questions and requests for clarification identified in the RFI Schedule.   Preferred method of submission is email.  

Two types of questions generally arise.  One type of question may be answered by directing the questioner to a specific section of the RFI, and the procurement officer may answer these questions over the telephone.  The other type of question may be more complex and may require a written amendment to the RFI.  The procurement officer will make that decision.

Option Two – No deadline for Questions and Requests for Clarifications
Note:  if you select this option modify the RFI schedule

Please direct any questions or requests for clarification to the procurement officer by the deadline for submission of responses identified in the RFI Schedule.

1.06 Notice Provided – State Procurement Website

Note: The RFI and all related amendments must be placed on the SPO online system.  Use Agency E-services: http://www.nd.gov/spo/agency/ and select “Issue New Solicitation.” The RFI and all related amendments must be issued to offerors on the Bidders List for the needed commodity or service, and may be sent to other known potential bidders.  

This RFI and any related amendment and notices will be posted on the North Dakota State Procurement Office website at:  http://www.nd.gov/spo/
Notices related to this RFI will be sent to the Bidders List for the needed commodity or service and other known potential vendors.  

Additionally, vendors may request to receive notices related to this RFI by contacting the procurement officer in writing with the following information:  RFI title, business name, contact person, mailing address, telephone number, fax number, and email address. 

1.07 Respondents Responsible for All Preparation Costs

Respondents are responsible for all costs associated with the preparation, submittal, and presentation of their response to this RFI.

1.08 Secretary of State and Bidders List Registration 

Registration is not required to respond to this RFI.

If a formal competitive solicitation is issued, notice will be sent to approved bidders on the State Bidders List and other known potential bidders. Individuals and business entities interested in being placed on the State Bidders List must complete the registration process. For information on becoming a registered bidder, see https://www.nd.gov/omb/vendor/bidders-list-application-and-maintenance.
1.09 Disclosure of Information and Compliance with North Dakota Open Records Laws 

The state of North Dakota has broad open records laws.  All information submitted become the property of STATE and may be returned only at STATE’s option.  All information is subject to North Dakota Open Records Laws.  Records are closed or confidential only if specifically stated in law.  

Respondents may make a written request to hold confidential any trade secrets and other proprietary data contained in its response. Respondent must clearly identify the material considered confidential and explain why the material is confidential. See the North Dakota Office of the Attorney General website for additional information.  http://www.ag.nd.gov/OpenRecords/ORM.htm 

If STATE receives a request for public information, the procurement officer, in consultation with the Office of the Attorney General, shall determine whether the information is an exception to the North Dakota Open Records Laws, and the information shall be processed accordingly.

SECTION TWO

GOAL AND BACKGROUND INFORMATION

2.01 Goal and Background Information 

Note: Help the respondents understand the mission of your agency. Give the potential vendors a clear picture of the events or history leading up to the current situation. A detailed background will allow the respondent to provide a thorough response.  
The Insert agency name, division of Insert name, is requesting information to describe goal.  

The following background information is intended to help respondents understand the needs of the STATE.  Insert brief history leading up to the current situation; describe any applicable law, rules and regulations and pertinent background information specific to this RFI.
2.02 Information Requesting
Note:  You will want to list specifically what type of information you want respondents to provide in a response. This section is intended to help respondents understand what type of information STATE seeks.
STATE is requesting information to Insert a description of specifically the type of information needed.

SECTION THREE
RESPONSE FORMAT AND CONTENT

This section contains information on how a respondent should prepare a response.  The information provided in this section should help responders understand how they should structure a response.
3.01 Response Preparation Instructions

Note: Revise or delete as needed.
Respondents are asked to provide a response in the following format:
A. Introduction

Please provide:

1. Contact name, phone number, and email

2. Business name, address, and phone number
B. Technical Response
Respondents are asked to provide the following information:

Insert a list of the type of information you seek.  Include a brief description so respondents understand what you seek.
Example:

1. Description of equipment
2. Functionality

3. Maintenance

4. Consumables
5. Estimated schedule / timeframe

6. Vendor recommendations 
C. Cost Estimate
Note:  COST IS OPTIONAL.  If purchasing agency is seeking price or cost information insert details in this section of the RFI.

Respondents are asked to provide estimated costs to help STATE understand acquisition and on-going costs.

Any cost estimates requested are for budgeting purposes only.  Responders will not be held to price estimates provided as part of the RFI should STATE later decide to issue a competitive solicitation.
D. Enclosures 
Respondents are asked to provide the following documentation list: 
Insert a list of the type of enclosures that may be needed 
Examples: Detailed specs, product literature, servicing dealers, price lists
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