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 Agency of Administration
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133 State Street, 5th Floor | Montpelier VT  05633-8000
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http://bgs.vermont.gov/purchasing
REQUEST FOR INFORMATION
PROJECT TITLE
ISSUE DATE
Month, DD, YYYY
QUESTIONS DUE   
Month, DD, YYYY – TIME (EST)

RFI RESPONSES DUE BY
Month, DD, YYYY – 4:30 PM (EST)

PLEASE BE ADVISED THAT ALL NOTIFICATIONS, RELEASES, AND ADDENDUMS ASSOCIATED WITH THIS RFI WILL BE POSTED AT:

http://www.bgs.state.vt.us/pca/bids/bids.php
THE STATE WILL MAKE NO ATTEMPT TO CONTACT INTERESTED PARTIES WITH UPDATED INFORMATION.   PLEASE CHECK THE ABOVE WEBPAGE FOR ANY AND ALL NOTIFICATIONS, RELEASES AND ADDENDUMS ASSOCIATED WITH THIS RFI. 
STATE CONTACT: 


NAME, TITLE
TELEPHONE:



(802) ###-####
E-MAIL:

 

E-MAIL@vermont.gov 

FAX:




(802) ###-####
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1 PURPOSE 

This Request for Information (RFI) is issued for the <State Entity> to gather information and/or cost estimates, concerning <explanation of what you are looking for information on>.
Information received by the State will be reviewed for purposes of the stated objectives for this RFI, which may include exploration of available goods or services or solutions, how such offerings may meet the needs of the State, and to understand the costs associated with such offerings. The <State Entity> shall not be held liable for any costs incurred by the vendors in the preparation of their submission. 

The State will not award a contract directly resulting from this RFI. This RFI is issued solely for information and planning purposes.  This request for information does not commit the State to contract for any materials or service whatsoever.  Further, this RFI is not a request for proposals (RFP); the State is not at this time seeking proposals and will not accept unsolicited proposals.  Not responding to this RFI does not preclude any company or person from participation in a future RFP, if one is issued.  If an RFP is released, it will be posted on the BGS bid opportunities web site: http://www.bgs.state.vt.us/pca/bids/bids.php.   It is the responsibility of the potential offerors to monitor this site for additional information.

1.2 UNSOLICITED VENDOR-CONFIDENTIAL INFORMATION PROHIBITED 
Vendors are hereby expressly directed not to include any confidential information in their proposal submissions, except as specifically permitted below, and so marked. By submitting information in response to this RFI, vendors acknowledge and agree to abide by the terms and conditions outlined in this document, including the prohibition on submitting confidential information. This prohibition reduces the burden on the State while preventing vendor-confidential information from entering the public record. 

1.2.1
Disclosure Under Public Records Act
All information received by the State in response to this RFI will become part of the contract file and subject to Vermont public records law.  Responses by any vendor may become available to the public once a contract has been executed or otherwise following conclusion   of this procurement process, in accordance with the State’s Public Records Act, 1 V.S.A. § 315 et seq., or the State may choose to publicly post them.  
1.2.2
Unsolicited Confidential Materials
USE THIS CLAUSE if confidential information is permitted (and specify the sections of RFI where submission is allowed) The State intends to redact or withhold only those confidential materials specifically requested below.  All other materials, including those marked as confidential by vendors, are subject to disclosure if requested under the Public Records Act, or public posting.   OR use the following language to prohibit submission of confidential information This RFI does not solicit vendor confidential information and vendors are expressly prohibited from providing confidential information in response to this RFI. All materials furnished by vendors in response to this RFI, including those marked as confidential by vendors, are subject to disclosure if requested under the Public Records Act, or public posting.  
1.2.3
State Not Responsible for Disclosure of Unmarked Vendor-Confidential Information
It is the sole responsibility of the vendor to ensure that, other than where specifically directed or permitted by this RFI and accordingly marked as described below, no information that should not be publicly disclosed is included in their submitted materials, including any 1) trade secrets or intellectual property, 2) proprietary financial or business information, 3) personal information,  or 4) any other information that should not be disclosed to the public.  For example, vendors should avoid including specific details of their proprietary technologies or methodologies that they consider confidential, and any references to previous client engagements should be presented in a manner that does not disclose the client's confidential information.

2 BACKGROUND INFORMATION 

3 RFI DESCRIPTION 

The State is seeking information to <explanation of what you are looking for information on>.   
The RFI has XXX key objectives:  

· Provide prospective respondents with information regarding the business need, and,   

· Solicit respondent information to assist the State in determining if identified requirements can be met in a cost effective manner. 

· Sample:  Solicit respondent information to assist the State in determining if identified requirements can be met by available software/hardware COTS (Commercial off the Shelf) alternatives. 

· Sample:  Demonstrate a Proof of Concept for XXX. 

The State is seeking feedback on the information in this RFI and will consider any information, including partial responses, received in response to this RFI.  If the State moves forward in the development of an RFP, the RFP process will be open to all respondents regardless of their decision to participate in this RFI. 
The State envisions that the solution will support the following high-level goals:  

· XXXXXXXXXX

· XXXXXXXXXX
4 CURRENT STATE  

<DESCRIBE HOW THE BUSINESS NEED IS MET TODAY>
5 STATEMENT OF WORK 

5.1 ANTICIPATED REQUIREMENTS

The purpose of this RFI is to determine if there are solutions capable of meeting the State’s anticipated requirements and to determine alternatives for meeting those requirements that are consistent with the overall vision for the <State Entity> and the State. 

The State’s discovery efforts to date have resulted in a desire to obtain access to solutions with the following attributes: 

5.1.1
Business Requirements

5.1.2 
Functional Requirements

5.1.3 
On-Going Maintenance /Service Level Requirements

5.1.4 
Technical Requirements

5.1.5   
Documentation Requirements 
6 REQUESTED INFORMATION 

Each submission prepared in response to this RFI must include the elements listed below, in the order indicated.  
The vendor, when presenting the response, must use the following outline: 

· Cover Page 

· Company/Supplier Information 

· Cost Estimates 

· Business and Technical Requirements 

6.1 COVER PAGE 

The first page of the vendor’s RFI Response must be a cover page displaying at least the following: 

· Response of RFI Title 

· Company/Supplier Name 

· Contact Person 

· Telephone Number 

· Email Address 

All subsequent pages of the RFI Response must be numbered. 

6.2 VENDOR QUESTIONNAIRE 

Please provide your answers to the stated questions related to the project. Additional information may supplement your answers and must be attached to the RFI response.  

6.3 CONTACT INFORMATION 

SINGLE POINT OF CONTACT: Please direct all communications concerning this RFI to the State Contact listed on the front page of this RFI.

6.4 EXPLANATION OF EVENTS 
6.4.1 Question and Answer Period 
Any vendor requiring clarification of any section of this RFI or wishing to comment on any requirement of the RFI may submit specific questions in writing no later than the deadline for question indicated on the first page of this RFI.  Questions may be e-mailed to the point of contact on the front page of this RFI. At the close of the question period a copy of all questions or comments and the State's responses will be posted on the State’s web site http://www.bgs.state.vt.us/pca/bids/bids.php . Every effort will be made to post this information as soon as possible after the question period ends, contingent on the number and complexity of the questions.
6.4.2 Changes to this RFI
Any modifications to this RFI will be made in writing by the State through the issuance of an Addendum to this RFI and posted online at http://www.bgs.state.vt.us/pca/bids/bids.php . Verbal instructions or written instructions from any other source are not to be considered.
6.4.3 Submission of Responses
DUE DATE: Responses must be received by the State by the due date specified on the front page of this RFI.   If a change is made to the due date, the State will inform all vendors by posting the change at the webpage indicated on the front page of this RFI.
6.4.3.1 Recording of Responses:  
The State will record the name, city and state for any and all responses received by the due date. This information will be posted as promptly as possible following the due date online at: https://bgs.vermont.gov/content/opc-bid-tabulation-sheets-0 .  

6.4.3.2 Electronic Submission Instructions:  
Responses will be accepted via email submission to SOV.ThePathForward@vermont.gov. Responses must consist of a single email with a single, digitally searchable PDF attachment containing all components of the response. Multiple emails and/or multiple attachments will not be accepted. There is an attachment size limit of 40 MB. It is the Vendor’s responsibility to compress the PDF file containing its response if necessary in order to meet this size limitation. 

6.4.4 Review of Responses
The RFI Manager or other <State Entity> representatives may, at their option, initiate discussion with respondents for the purpose of clarifying aspects of their responses.  
6.4.5 Vendor Demonstration of Their Product
Vendors chosen from the review process may be called on to demonstrate their products and/or service offering. These select vendors will make arrangements with <State Entity> to demonstrate their products and/or service offering. The <State Entity> shall not be liable for any costs incurred by the vendor in preparation of its demonstration. All costs occurred are the vendor’s sole responsibility. All demonstrations are for planning purposes only.  
6.4.6 Vendor Product Test Trial 
Certain Vendor products and/or service offering may be selected after review process to be trialed by <State Entity>, if this is an option allowable by the vendor. The test trial can last up to 90 days. Up to 2 vendors products selected will be involved with the test trial. The <State Entity> staff will provide feedback to the RFI Manager.  The selection of vendor products for a test trial does not commit the <State Entity> or the State of Vermont to award a contract. This test trial is for information gathering purposes only and no vendor will be selected, pre-qualified, or exempted based upon their RFI / test trial participation. All costs occurred are the vendor’s sole responsibility. All product test trials are for planning purposes only.  

7 VENDOR QUESTIONNAIRE 

We are asking for a total cost estimate (low and high estimates) comprised of software, hardware, and necessary implementation services. We understand that the cost figures provided are for planning purposes only and will not be binding in any way.  

8 APPENDIX A: COST ESTIMATE WORKSHEET 

8.1 COST ESTIMATE TABLE  

	Item 
	General Requirements Description 
	Cost 

	1
	XXX
	 

	2
	XXX
	 

	3
	XXX
	 

	4
	XXX
	 

	5
	XXX
	 


8.2 ADDITIONAL MATERIALS 

Please provide any other materials, suggestions, cost, and discussion you deem appropriate.  
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