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Cover Letter 

[Insert Title and address of letter recipient]
Dear …………..
RE: Request for Information for (insert opportunity)
[Company Name] is currently reviewing the provision of [insert opportunity].  As part of developing our plans to meet this requirement we are issuing this Request for Information (RFI).  This RFI is one vehicle by which we can systematically identify similarities and differences between suppliers in the market, and additionally gain a greater understanding of specific suppliers’ abilities, core business and strategic outlook with respect to the [insert opportunity].
You are invited to submit a response to this RFI.  We look forward to your response by the closing date and time provided on the cover page of our RFI documentation.
Yours sincerely

[insert name and title]
PART 1 – BACKGROUND
This Part provides background information 
1. 1 Company overview
[Insert Company summary – key information regarding vision, mission, purpose, operations, locations etc – intent is that suppliers gain an appreciation of what the Company is all about] For example:
Charles Sturt University is the largest tertiary education institution in regional Australia, and has campuses in Albury-Wodonga, Bathurst, Dubbo, Orange and Wagga Wagga with further teaching and study centres located in Manly, Parramatta, Goulburn and 2 locations in the ACT. The University has four Faculties, delivering courses in Arts, Business, Education and the Sciences with a total student number (both internal & external) in excess of 33,000.

1. 2 The Opportunity

Charles Sturt University (“Company”) is considering options for the provision of [insert requirement] (“Opportunity”). The Opportunity includes, but is not limited to, the following activities:
[insert as necessary]

1. 3 Purpose of the RFI
The purpose of this RFI is to allow the Company to assess supplier responses and use the resultant assessments in future decision making in regard to supply of the Opportunity.  Whilst it is the intent of the Company to compare supplier responses for the purposes of pre-qualification and possible short listing for further consideration, the Company makes no obligations or undertakings in any way to:
a) go to tender; or

b) accept any RFI information received from suppliers; or

c) include suppliers responding to this RFI in any future tender invitation; or 
d) any other commitment to suppliers whatsoever, including any intention to form a contract with any supplier for provision of the Opportunity.
PART 2 – INSTRUCTIONS
This Part sets out instructions regarding submission of responses to this RFI. 
2. 1 RFI key dates

The following key dates apply to this RFI:

	RFI Issue Date
	As stated on the RFP Cover Page

	Date of Supplier briefing/site visit
	[Insert]

	RFI Closing Date and Time
	As stated on the RFP Cover Page


2. 2 Company contact

The following individual is the nominated Company contact for this RFI.
	Name
	[Insert]

	Title/Position
	[Insert]

	Telephone
	[Insert]

	Facsimile
	[Insert]

	Email address
	[Insert]

	Postal address
	[Insert]



2. 3 Queries and questions during the RFI period  
Suppliers are to direct any queries and questions regarding the RFI content or process to the Company contact.  All questions should be submitted in writing to the nominated email address.  The Company may choose to convey responses to submitted questions and queries to all suppliers so that each is equally informed.
2. 4 Opportunity briefing and site visit

The Company will hold an RFI briefing session to further familiarise suppliers with the Opportunity.  This briefing will also include a visit to the Company site.  A maximum of two representatives from each supplier is permitted to attend the RFI briefing session and site visit.  Further details regarding the RFI briefing session and site visit will be provided to suppliers. 

2. 5 Response lodgement methods and requirements

Suppliers must submit [number] copies of their response to Company via one method only:

a) By e-tendering to:  https://www.tenderlink.com/csu/
b) By post to: [insert postal address].

c) By email to: [insert email address].  The subject heading of the email shall be [RFI [insert reference number] – Response - [Supplier Name]].  Electronic copies are to be submitted in PDF and native (eg MS Word) format and suppliers may submit multiple emails (suitably annotated – eg Email 1 of 3) if attached files are deemed too large to suit a single email transmission. 

Responses must be prepared in English and in the format requested in Part 3 of this RFI.  Hard copy responses must be:

d) contained in a sealed envelope or package, clearly labelled with the RFI title and reference number; and

e) loose bound so that pages can be readily separated by the Company. 

2. 6 Late responses
Suppliers are responsible for submitting their response prior to the RFI closing date and time in accordance with the acceptable lodgement requirements described in Clause 2. 5.  There will be no allowance made by Company for any delays in transmission of the response from supplier to Company.  Any Proposal received by the Company later than the stipulated RFI closing date and time may be removed from further consideration by the Company.
2. 7 Suppliers to inform themselves

Company has taken all reasonable care to ensure that the RFI is accurate; however the Company gives no representation or warranty as to the accuracy or sufficiency of the contained information.
2. 8 Costs of preparing the response
All costs relating to the preparation and submission of a response are the sole responsibility of the supplier.  Company shall not pay the supplier, wholly or in part, for its response.
2. 9 Confidentiality

Except as required for the preparation of a proposal, suppliers must not, without Company’s prior written consent, disclose to any third party any of the contents of the RFI documents. Suppliers must ensure that their employees, consultants and agents also are bound and comply with this condition of confidentiality.

2. 10 Acceptance of these Conditions

Suppliers, by submitting a response to this RFI, are deemed to have acknowledged and agreed to the conditions set out in this RFI.

PART 3 – INFORMATION TO BE PROVIDED

This Part details all the information suppliers are required to provide to the Company.  Submitted information will be used by the Company as set out in Clause 1. 3.  The following minimum information is to be provided.  If this information, or any additional information, is available on your website please provide the address to enable the Company to undertake further analysis.

3. 1 Supplier details

a) Supplier name (Trading and Registered), ABN, registered address.
b) Details of supplier operations and operating locations.
c) Supplier ownership information, including details of Directors and other key office bearers.
d) Details of any current legal actions pending against the supplier or its directors and/or office bearers.
e) Relationships with any parent company (if applicable).
f) Details of joint venture arrangements (if applicable).
g) Details of when the supplier organisation was founded, including origins and historical development of the organisation (if needed).
h) Total number of employees.
3. 2 Supplier capabilities and experience

a) A description of the core supplier business, listing relevant case studies or examples (a maximum of three) that support this description.  Where possible, include case studies that may relate to activities consistent with the Opportunity.  Within necessary boundaries of confidentiality, please be as specific as you can.
b) Additional services, products and works provided outside of your core business.

c) Examples (if any) of services that supplier has provided to Company including the name of the Company representative/s concerned.
d) Details of key health and safety, environmental and other performance measures.
3. 3 Supplier financials
a) Details of supplier’s financial background in particular latest annual report or latest financial statements.
b) Details of held insurances relevant to the Opportunity.
c) Supplier market share in terms of turnover, revenue and volume output.
d) Details of potential funding arrangements, lines of credit etc to support investment in the Opportunity (if relevant).
3. 4 Certifications and awards
a) Details of all certifications held (eg ISO 9001) including date of last certification/recertification and details of the certifying body (copies of certifications may be appended to your response).
b) Details of any recent external corporate awards, including the awarding body, if relevant to the Opportunity.

3. 5 Policies
a) Details of all major supplier policies, including Health and Safety, Environmental/ Sustainability, Employee Relations and Local Participation.  Copies of policies are to be appended to your response.

3. 6 Indicative Pricing

a) Details of indicative rates and prices to perform the Opportunity.

3. 7 Other Information

a) Any further information you believe the Company may require in support of its RFI review activities.

Update as necessary





Optional – but a good idea.  The letter should be reproduced on Company letterhead.





The requirement needs to be detailed enough for responders to establish the scale and scope of the opportunity.  Include things like the goods or services required, timeframes, any constraints etc.  In effect this is a mini-Statement of Requirement.  This should be a couple of paragraphs long and you might want to append further supporting information/exhibits.  





This clause is required to ensure suppliers have no expectation that they will be involved in any subsequent activity associated with the Opportunity.





1. Delete reference to the briefing/visit if such sessions are not planned.  Note that the “Field” functionality in MS Word can be used to reproduce information (including dates) in multiple places inside the document if you want to show the dates here as well as the RFI cover.  Include the applicable time zone as well.





2/3. Good practice requires single points of contact for correspondence during sourcing transactions.  However in an RFI there is no pricing information requested or supplied, and no intent to form a contract.  As such, there is less emphasis on strict tendering probity requirements, but the opportunity for misinformation, provision of conflicting advice or unreasonable solicitation does still exist.





4. Delete if sessions are not being held.





5. This is a suggestion only and you should follow the lodgement methodology of your organisation.  RFI submissions are less strict that RFP/RFT submissions (because they do not contain pricing information) but a robust lodgement process is still desirable to maintain reliance on and trust in your procurement processes.





CSU preferred option is via Tenderlink to ensure probity throughout the process. 





Note that >5Mb email attachments are usually considered “too large” 





6. Modify this clause to suit your own late proposal/tender policy – eg some organisations outright reject late responses.  The clause as drafted gives you the right to keep late submissions in the process which can be useful at the early sourcing stages where you need market intelligence to support your decision making.





7. Even though a potential contract is not being proposed you still need to protect your interests in an RFI process.  This clause means that a supplier can’t claim a process contract breach by you due to information you may have omitted or presented in error. 





9. Observing confidentiality during any Procurement transaction is essential.  Depending on the level of security and confidentiality required, a separate confidentiality agreement with suppliers may be required before issuing the RFI.  You should obtain advice on this matter if unsure.








These are suggested, generic, RFI response questions.  Feel free to modify as necessary to suit the circumstances of the RFI and your familiarity with suppliers.





6. Sometime you might want the market to provide estimated pricing to help you size the Opportunity for budgeting or expenditure approval purposes.  


This is often difficult for suppliers to do given the lack of RFI detail and commercial terms.  So be as specific as you can if you want pricing information and expect a heavily qualified response.








[Insert File Name]
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