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SECTION A
GENERAL INFORMATION
[bookmark: _heading=h.iehxl2uc9hms]REQUEST FOR INFORMATION
[bookmark: _heading=h.lr8p6rtakce1]
[[RFI Number]]



	A.	OBJECTIVE:
Describe the objectives to be accomplished by the RFI.



Select one appropriate Option from the three Options below, depending on the objective of the RFI: 

OPTION 1: If the RFI is issued for general market research purposes, use the following language, adjust as appropriate:
1) The purpose of this Request for Information (RFI) is to assess the supplier landscape and available solutions, understand market trends, and refine procurement requirements. This RFI is not a solicitation for goods or services.      
2) While the State is not planning to issue a solicitation addressing the requirements described in this RFI at this time, any information received in response to this RFI may assist [[Insert Agency Name]] in gathering insights that may inform a future solicitation. Responding to this RFI does not guarantee inclusion in any subsequent procurement, and choosing not to respond will not exclude any vendor from future procurement opportunities.
     
3) As part of [[Insert Agency Name]] efforts to gather this information, [[Insert Agency Name]] may schedule information sessions as it determines necessary. The purpose of these sessions is strictly for information gathering. This is not a procurement activity and will not result in an evaluation or a purchase.     
OPTION 2: If the RFI is issued for market research related to a specific planned procurement, use the following language, adjust  as appropriate:
[bookmark: _heading=h.rpync3enksa3]1) The purpose of this Request for Information (RFI) is to conduct market research and identify capable and qualified parties interested in the [RFI Title] procurement. This RFI is not a solicitation for goods or services.      

2) The requirements described in this RFI may differ from those ultimately included in any subsequent Request for Proposal (RFP), Invitation for Bid (IFB), Purchase Order RFP, Task Order RFP, or other procurement vehicle. This RFI does not constitute a commitment to issue a solicitation or award a contract. The State will not reimburse any costs associated with a response to this RFI. 

3) If applicable, the RFI may include a request for non-binding budgetary pricing information.           Non-binding budgetary pricing information will be used for planning and market research. While you may designate this information as confidential, such information provided in response to this RFI may be disclosable under the Public Information Act.                        

Any pricing provided in response to this RFI will not be considered a proposal/bid on the part of the Respondent. Furthermore, [[Insert Agency Name]] requires that all respondents refrain from submitting any quotes or bids in response to this RFI. [Remove this sub-section if budgetary pricing is not requested as part of the RFI and adjust the following sub-section numbering accordingly]
     
4) If there is specific information you are seeking through this RFI, list it in the section below.

Information received in response to this RFI will assist [[Insert Agency Name]] in gathering insights that may inform a future solicitation. Responding to this RFI does not guarantee inclusion in any subsequent procurement, and choosing not to respond will not exclude any vendor from future procurement opportunities. [[Insert Agency Name]] may schedule information sessions as it determines necessary. The purpose of these sessions is strictly for information gathering. This is not a procurement activity and will not result in an evaluation or a purchase.
[bookmark: _heading=h.43c55seazxai]
[bookmark: _heading=h.4etq71ukq2gr]OPTION 3: If the RFI is issued for market research related to a specific planned procurement, combined with the market research for MBE/VSBE goal-setting, use the following language, adjust as appropriate:
[bookmark: _heading=h.o08gizdxhzju]
1) The purpose of this Request for Information (RFI) is to conduct market research and identify capable and qualified parties interested in the [RFI Title] procurement, with an emphasis on promoting socioeconomic inclusion. This RFI is not a solicitation for goods or services. 
[bookmark: _heading=h.onydumwt77rc]
2) The requirements described in this RFI may differ from those ultimately included in any subsequent Request for Proposal (RFP), Invitation for Bid, Purchase Order RFP, Task Order RFP, or other procurement vehicle. This RFI does not constitute a commitment to issue a solicitation or award a contract. The State will not reimburse any costs associated with response to this request. 

3) If applicable, the RFI may include a request for non-binding budgetary pricing information.           Non-binding budgetary pricing information will be used for planning and market research. While you may designate this information as confidential, such information provided in response to this RFI may be disclosable under the Public Information Act.                         

Any pricing provided in response to this RFI will not be considered a proposal/bid on the part of the Respondent. Furthermore, [[Insert Agency Name]] requires that all respondents refrain from submitting any quotes or bids in response to this RFI. [Remove this sub-section if budgetary pricing is not requested as part of the RFI and adjust the following sub-section numbering accordingly]

4) If there is specific information you are seeking through this RFI, list it in the below Section.
     
Information received in response to this RFI will assist [[Insert Agency Name]] in gathering insights that may inform a future solicitation. Responding to this RFI does not guarantee inclusion in any subsequent procurement, and choosing not to respond will not exclude any vendor from future procurement opportunities. [[Insert Agency Name]] may schedule information sessions as it determines necessary. The purpose of these sessions is strictly for information gathering. This is not a procurement activity and will not result in an evaluation or a purchase.               

5) The contract award [(s)] may be made by [[Insert how would the contract be broken up (e.g. geographic region]]. Doing so could allow [Insert Agency Name] to designate one or more portions of a forthcoming solicitation as a Small Business Reserve (SBR) and maximize Minority Business Enterprise (MBE) and Veteran Small Business Enterprise (VSBE) utilization at both the prime and subcontracting levels. [[Insert Agency Name]] has not made a final decision on [regional/functional area] awards, however.  Through this RFI, [[Insert Agency Name]] is seeking input on subcontracting opportunities, the geographic distribution of relevant businesses, and the capacity of MBEs/VSBEs to perform these services. 

B. 	BACKGROUND

[Remove item 1 and adjust the numbering if it is not applicable]

1)  It is anticipated that an [[Insert Type of Contract if determined (e.g. indefinite delivery indefinite quantity)]] is contemplated for the following supplies/services [[Insert Product or Service Being Procured]] in [[Insert Geographic Area of Where Product or Service in being Procured]]. 

2) [[     Insert Current Contract Information and Utilization, If Applicable]] 

[Remove item 3 if it is not applicable]
     
3) Any solicitation resulting from this RFI shall require [Insert Summary of Specific Requirements].

C. 	INSTRUCTIONS
1) This information is for internal planning purposes only. Responses will be used for informational purposes and will not be used to evaluate firms. 

2) In order to facilitate an expedited review and response period, [[Insert Agency Name]] is requesting that vendors structure their responses to match the order and number sequence provided below. Wherever possible, please duplicate the tables shown. Responses in Microsoft Word, 11pt font, Times New Roman are preferred. Responses to this RFI should not exceed [[Insert number of pages based on the volume and extent of information requested]] pages.

3) Do not include any proprietary information in response to this RFI. If a respondent chooses to include such information, it should give specific attention to the identification of those portions of its response which it considers confidential, proprietary, commercial information, or trade secrets, and provide justification for why such materials, upon request, should not be disclosed by the State under the Public Information Act, Title 4 of the General Provisions of the Annotated Code of Maryland. Respondents are advised that such identification does not guarantee that the information will be withheld from disclosure. Upon request for this information from a third party, the Procurement Officer will be required to make an independent determination regarding whether the information may be disclosed.

4) Responses are to be submitted via eMaryland Marketplace Advantage no later than     [[Insert Date and Time Responses are Due]] Eastern Time. While this date is the cutoff for submissions, an earlier submission will be highly appreciated.

5) Attachment 2 – [[Insert RFI Title]] Specifications are for informational purposes only. 

D. 	ADDITIONAL INFORMATION: 
	
[[Insert Agency Name]] seeks additional information on:
[[Pick any of the applicable categories or develop your own:
· Product/service capabilities and typical technical specifications.
· Availability, lead times, and production capacity.
· Typical pricing models and order/minimum quantities.
· Installation, maintenance, and warranty practices (if applicable).
· Barriers and regulatory or logistical concerns.
· Innovative approaches, pilot project suggestions, or alternative delivery models.
· Data on lifecycle costs, sustainability credentials, and supply chain provenance.
· Risks, Constraints & Resource Needs — real or perceived obstacles for implementation.
· Socioeconomic Information]]

E. 	GENERAL QUESTIONS [Pick any of the applicable categories or develop your own:
1. Product/Service Capabilities and Technical Specifications
· What specific products or services do you offer relevant to this RFI?
· Can you provide detailed technical specifications, standards, or certifications for these products/services?
· Are there variations, optional features, or customization options available?
· Is there anything unduly restrictive about the draft specifications that would prevent your company from being able to compete?

2. Availability, Lead Times, and Production Capacity
· What is your typical lead time from order to delivery for small, medium, and large orders?
· What is your maximum production or service delivery capacity per month/quarter?
· Are there seasonal, regional, or supply chain factors that affect availability?

3. Typical Pricing Models and Order/Minimum Quantities

· What pricing models do you typically use (unit price, subscription, time & materials, etc.)?
· What are typical price ranges for small, medium, and large orders?
· Are there minimum order quantities or volume discounts?

4. Installation, Maintenance, and Warranty Practices
· Do you provide installation or setup services? If yes, describe.
· What maintenance or ongoing support services are offered?
· What warranties or guarantees do you provide, including coverage period and limitations?

5. Barriers and Regulatory or Logistical Concerns

· What regulatory, legal, or logistical barriers might impact delivery or service?
· Are there industry standards, certifications, or compliance requirements that must be met?
· What challenges do you foresee in working with a public-sector entity?

6. Innovative Approaches, Pilot Project Suggestions, or Alternative Delivery Models

· Can you suggest innovative approaches to delivering these products or services?
· Are you willing to participate in a pilot or proof-of-concept project?
· Do you offer alternative contracting or delivery models (e.g., performance-based, subscription, staged deployment)?

7. Data on Lifecycle Costs, Sustainability Credentials, and Supply Chain Provenance
· Can you provide lifecycle cost information, including operating, maintenance, and disposal costs?
· Do your products/services have sustainability certifications (e.g., energy efficiency, recycled content, carbon footprint)?
· Where are the key components sourced, and do you track supply chain provenance?

8. Risks, Constraints, and Resource Needs
· What are the primary risks or constraints in implementing your solution?
· What resources (staffing, facilities, technology) are required for successful delivery?
· Are there any perceived obstacles unique to working with government agencies or large organizations?
9. Socioeconomic Information: 
· What part of this requirement do you believe could be subcontracted out to increase MBE/VSBE participation (and why)?
· What do you believe MBE/VSBE goals should be for this requirement, by region/county (and why)? 
· As the prime, how would you go about subcontracting this work or breaking it up to achieve these goals?
· Are there any [Geographic Area] that you believe can be set aside for small businesses (and why?)
· Are there any [Functional Area] that you believe can be set aside for small businesses (and why?)
· Are there any barriers to subcontracting or other items you believe that [Procurement Office] should consider before finalizing the specifications and soliciting?]]


REQUEST FOR INFORMATION
[[Insert RFI Number]]

ATTACHMENT 1 – RESPONSE TEMPLATE

A) Respondent’s Contact Information:

	Company Name
	

	Address
	

	Email Address
	

	Website Address
	

	Telephone Number
	

	Authorized Representative responsible for providing the requested information. (Name, Phone, and Email). 
	

	Satellite/Branch Office Locations
	



B) Respondent’s Socioeconomic Information:  MBE/VSBE/SBR:

	MBE 
	

	VSBE 
	

	SBR



C)  Note: This is applicable based on geographic requirements, please tailor language or remove as needed. If removed, adjust the numbering accordingly. Please fill out the checklist below based on your firm’s (including any anticipated team subcontractors) capabilities. Only check the box if you believe you can meet all the requirements outlined in the attached Specifications. Not all vendors may have the organizational/staff capability to provide performance coverage in all areas; therefore, please indicate your geographic capabilities.

[[Input Geographic Requirements for Vendor to Complete. Please tailor language as needed]]

1. Please provide tailored capability statements addressing the particulars of this effort, with appropriate documentation supporting claims of organizational and staff capability within the [Insert Geographic Area] indicated above. If there is a particular task outlined in the Statement of Work (SOW) that hinders you from being able to cover a particular zone or region, please provide this information in your statement.

2. Please fill in and submit the table below to provide prior experience on projects of similar scope and magnitude. Describe no more than three (3) projects relating to the work areas outlined in the attached specifications that have been completed within the past five (5) years. 



	Project Examples
	Project 1
	Project 2
	Project 3

	Project Title
	
	
	

	Firm(s) that performed
the work
	
	
	

	Location
	
	
	

	Dollar Value of the
Contract
	
	
	

	Contract Type
	
	
	

	Performance-based?
(Yes or No)
	
	
	

	Name the business owner for whom the work was performed.  Include a
reference and the contact information of the business owner.
	
	
	

	Provide a general description of work to demonstrate relevance to the
SOW.
	
	
	

	List the tasks that were self-
performed.
	
	
	

	List the tasks that were subcontracted.
	
	
	




D) Responses to RFI Questions: 

Question # {please type in the question and response]

Vendor Response:
---------------------------------------------------------------------------------------------
Question #

Vendor Response:
—---------------------------------------------------------------------------------------------

[continue as necessary]





REQUEST FOR INFORMATION
[[Insert RFI Number]] 

ATTACHMENT 2 – [Specifications/Requirement Document Title]




[Note:  TO BE INSERTED AS PDF PRIOR TO POSTING]


















THIS IS THE END OF THE REQUEST FOR INFORMATION
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