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[Date]

RFI# ….. 
TITLE: …
SUBMISSION DEADLINE: [Date] at [Time] ET
Questions concerning this solicitation must be received by the Division of Purchases at @purchasing.ri.gov no later than [Date] @ [Time] ET. Questions should be submitted in a Microsoft Word attachment. Please reference the RFI# on all correspondence. Questions received, if any, will be posted on the Division of Purchases’ website as an addendum to this solicitation. It is the responsibility of all interested parties to download this information.
Buyer Name, Title
Applicants must register on-line at the State Purchasing Website at www.purchasing.ri.gov
Note to Applicants:
Responses received without a completed RIVIP Bidder Certification Cover Form attached may result in disqualification.
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[bookmark: _Toc494898698]SECTION 1. INTRODUCTION 
The Rhode Island Department of Administration/Division of Purchases, on behalf of the [Agency Name], is soliciting informational responses from qualified firms to [Example: provide and implement a web-based software system for Electronic Procurement to increase efficiencies in the statewide procurement process], in accordance with the terms of this Request for Information and the State’s General Conditions of Purchase, which may be obtained at the Rhode Island Division of Purchases’ website at www.purchasing.ri.gov. 
[bookmark: _Toc494898699]Instructions and Notifications to Offerors:
1. Potential vendors are advised to review all sections of this RFI carefully and to follow instructions completely, as failure to make a complete submission as described elsewhere herein may result in rejection of the response.

2. The State invites comments, suggestions and recommendations from potential vendors and other interested parties on any questions or issues raised in this RFI. Please note it is not a requirement to answer all questions. 

3. Alternative approaches and/or methodologies to accomplish the desired or intended results of this RFI are solicited.  
4. This is a Request for Information (“RFI”), and as such no award will be made as a result of this solicitation. 
5. All costs associated with attending the pre-solicitation conference and/or developing or submitting responses to this RFI, or providing oral or written clarification of the content of a response shall be borne by vendors.  The State assumes no responsibility for any costs.

6. Responses misdirected to other locations, or which are otherwise not present in the Division of Purchases at the above stated date/time of opening for any cause will be determined to be late and shall not be considered.  For the purposes of this requirement, the official time and date shall be that of the time clock in the reception area of the Division of Purchases.

7. Vendors are advised that all materials submitted to the State for consideration in response to this RFI shall not be considered to be public records as defined in Title 38, Chapter 2 of the General Laws of Rhode Island unless and until there is a contract award through a subsequent, related procurement.

8. Interested parties are instructed to monitor the Division of Purchases website on a regular basis, as additional information relating to this solicitation may be released as addenda.



[bookmark: _Toc494898700]SECTION 2. REQUEST FOR INFORMATION 
This RFI outlines the type of information being solicited and response structure requested from potential respondents.
A. [bookmark: _Toc494898701]Background 
The State is considering issuance of a Request for Proposals (“RFP”) from qualified vendors to [Example: provide and implement a web-based software system for Electronic Procurement to increase efficiencies in the statewide procurement process.]  Some of the goals of the upcoming RFP will be to:
· Provide…
· Service…
· Develop…
· Deploy…

B. [bookmark: _Toc494898702]RFI Response

The following outline is intended to standardize and structure responses for ease of analysis. Do NOT include a cost proposal with the RFI response as cost shall not be considered with this RFI. 
· Response to the requirements outlined in Section 2.A.

[bookmark: _Toc494898703]SECTION 3. QUESTIONS 
Questions concerning this solicitation must be e-mailed to the Division of Purchases at ….@purchasing.ri.gov no later than the date and time indicated on page one of this solicitation. No other contact with State parties is permitted. Please reference RFI# xxxxx on all correspondence. Questions should be submitted in writing in a Microsoft Word attachment in a narrative format with no tables. Answers to questions received, if any, shall be posted on the Division of Purchases’ website as an addendum to this solicitation. It is the responsibility of all interested parties to monitor the Division of Purchases website for any procurement related postings such as addenda. If technical assistance is required, call the Help Desk at (401) 574-8100. 

[bookmark: _Toc492473456][bookmark: _Toc494898704]SECTION 4. RESPONSE CONTENTS

A. Responses shall include the following:

1. One completed and signed RIVIP Bidder Certification Cover Form (included in the original copy only) downloaded from the Division of Purchases website at www.purchasing.ri.gov. Do not include any copies in the response.

2.  Response - describing the requirements and concept for this potential project, and all information described earlier in this solicitation. The response is limited to six (6) pages.
a. One (1) Electronic copy on a CD-R, marked “Response - Original”.
b. One (1) printed paper copy, marked “Response -Original” and signed.
c. Four (4) printed paper copies

B.  Formatting of proposal response contents shall be as follows:

1. Formatting of CD-Rs – Separate CD-Rs are required for the technical proposal and cost proposal. All CD-Rs submitted must be labeled with:
a. Vendor’s name
b. RFI #
c. RFI Title
d. If file sizes require more than one CD-R, multiple CD-Rs are acceptable.  Each 
CD-R must include the above labeling and additional labeling of how many CD-Rs should be accounted for (e.g., 3 CD-Rs are submitted for a technical proposal and each CD-R should have additional label of ‘1 of 3’ on first CD-R, ‘2 of 3’ on second CD-R, ‘3 of 3’ on third CD-R).
Vendors are responsible for testing their CD-Rs before submission as the Division of Purchase’s inability to open or read a CD-R may be grounds for rejection of a Vendor’s proposal. All files must be readable and readily accessible on the CD-Rs submitted with no instructions to download files from any external resource(s).  If a file is partial, corrupt or unreadable, the Division of Purchases may consider it “non-responsive”. USB drives or other forms of electronic media shall not be accepted. Please note that vendor CD-Rs shall not be returned. 

2. Formatting of written documents and printed copies:
a. For clarity, the response shall be typed. These documents shall be single-spaced with 1” margins on white 8.5”x 11” paper using a font of 12 point Calibri or 12 point Times New Roman. 
b. All pages on the response are to be sequentially numbered in the footer, starting with number 1 on the first page of the narrative (this does not include the cover page or table of contents) through to the end, including all forms and attachments.  The Vendor’s name should appear on every page, including attachments. Each attachment should be referenced appropriately within the response section and the attachment title should reference the response section it is applicable to.  
c. Printed copies are to be only bound with removable binder clips.

[bookmark: _Toc492473457][bookmark: _Toc494898705]SECTION 5. RESPONSE SUBMISSION
Interested vendors must submit responses to provide information covered by this RFI on or before the date and time listed on the cover page of this solicitation. Responses received after this date and time, as registered by the official time clock in the reception area of the Division of Purchases, shall not be accepted.
Responses should be mailed or hand-delivered in a sealed envelope marked “RFI# xxxxxx” to:
RI Dept. of Administration
Division of Purchases, 2nd floor
One Capitol Hill
Providence, RI 02908-5855
[bookmark: _Toc492473458][bookmark: _Toc494898706]SECTION 6. DISCLAIMER

This Request for Information is solely for information and planning purposes and does not constitute a request for proposal or an invitation to bid. All information received in response to the RFI and marked as “Proprietary” shall be deemed to be confidential but may still be subject to disclosure pursuant to the Rhode Island “Access to Public Records Act, R. I. Gen. Laws § 38-2-1, et seq.. . Responses to the RFI will not be returned.
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