REQUEST FOR INFORMATION (RFI) – 
TEMPLATE INSTRUCTIONS


This template is to be used to solicit information from vendors that will assist in creating the requirements for potential future solicitations.  The attached RFI template is provided by way of example and is not appropriate for use without revision and legal review.  This template may only be posted after it has been modified to reflect the specific requirements of an intended or possible project.
Section 1 and Section 2 of the RFI need appropriate form fields filled in.  

Section 3 of the RFI should provide a high-level overview of the project for which the RFI is being issued, including key milestones in the selection and implementation processes, where possible.

Section 4 of the RFI should state the business driver of the potential project and also include a detailed list of the technical requirements and/or questions that need to be answered for the RFI.  

Section 5 of the RFI consists of the general instructions, and specific information pertaining to the project and project management is required from the individual preparing the RFI.

Section 6, Section 7 and Section 8 of the RFI are standard form requirements for the RFI and should not be changed.
Section 9 of the RFI should be drafted by the Project Management Team (PMT) which may elect to use some of all of the questions provided, depending on the needs of the RFI.  PMTs may also elect to add additional questions in this section.  

Example RFIs

In addition to the guidance provided above, PMTs may find past RFI examples helpful references in drafting RFIs related to similar requests.  Please contact ITD Legal for information on information on useful RFI examples.
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