REQUEST FOR INFORMATION

Agencies may occasionally want to consider using a “Request for Information” process to obtain preliminary information about a market or the type of available supply or service when there is not enough information readily available to write an adequate specification or work statement.  A Request for Information is simply a document used to informally solicit this type of information. It may not be used as a source selection method to procure a supply or service. 

See section 18-4-221, MCA, and ARM 2.5.508.
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(Insert Date)
To:
All Interested Vendors

Re:
Request for Information

The State of Montana, (insert agency name) is requesting information regarding (insert brief description of services/supplies). The State of Montana invites all interested parties to submit a written response to this Request for Information (RFI).

This RFI is being sought strictly for the purpose of gaining knowledge of services and supplies available with an estimate of their corresponding costs and should not be construed as intent, commitment, or promise to acquire services, supplies, or solutions offered.  No contract will result from any response to this RFI.
Information submitted in response to this RFI will become the property of the State of Montana.

The State of Montana will not pay for any information herein requested nor is it liable for any cost incurred by the vendor.

RFI responses must be received prior to (insert time and date) at the following address:  

Procurement Officer:      
Address:       
Telephone Number:      
Fax Number:      
E-mail Address:      
Procedural, administrative, or contractual questions and answers may be directed to the procurement officer listed above. Technical or requirement questions may be directed to (insert contact information).

We appreciate your response to this request.

1.0
PURPOSE AND OBJECTIVES

2.0
PROJECT DESCRIPTION

3.0
RFI RESPONSE INSTRUCTIONS

The State is asking all interested parties to submit a response containing the following information:

· Your interest in providing the services/supplies.

· Brief description of past experience providing similar services/supplies.

· From your past experience, has the State identified all the major components necessary to complete this project? If not, please provide information on other necessary components.

· Please provide a list of potential problems/risks that the State may encounter during this project. Please provide any ideas or suggestions about how such problems/risks should be addressed in a solicitation.

· Your best estimated price range to provide the services/supplies as stated herein, lowest estimate to highest estimate.

· Your best estimated time frame for completing the project.
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