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	Request for Information (RFI)

Number: __________


The Ministry of [NAME OF MINISTRY] is requesting information from interested parties for the supply of [DESCRIBE REQUIREMENT OR BUSINESS ISSUE]. This RFI is intended to gather information that could assist the Province in the development of a future procurement process. In the event that sufficient information is received, the Ministry may, but is not obligated to, initiate a competitive bidding opportunity.

[BRIEF MINISTRY OVERVIEW, E.G., VISION AND MISSION]

[BRIEF BACKGROUND STATEMENT]

[OBJECTIVES OF THE PROGRAM OR BUSINESS AREA]

[OVERVIEW OF THE CURRENT PROGRAM OR BUSINESS ENVIRONMENT]

[additional background information to assist potential respondents in understanding the MINISTRY REQUIREMENTS]

[Overview of why the information is being requested, e.g., The purpose of issuing this RFI is to (elaborate as required):

a) determine the level of market interest;

b) obtain information on potential new technologies or approaches;

c) obtain recommendations that would enhance the success of a future procurement opportunity for this project;

d) obtain high-level cost estimates for budget purposes; and,

e) provide industry with an opportunity to comment on the potential procurement opportunity.] 

Interested parties are invited to respond to this RFI by submitting a response to the Province. Responses should include ideas, information and recommendations that could result in a clarification of the requirements, cost-saving opportunities, and the identification of potential problem areas with this initiative.

Respondents are requested to provide a concise and focused response to this RFI. Responses are requested in the following format [E.G.]:

a) brief company profile;

b) name of a key contact person, including telephone number, fax number and email address;

c) information, advice and recommendations organized as requested in this RFI;

d) identification and discussion of key factors that the respondent recommends the Province consider when establishing its future business requirements; and,

e) other required information specific to the nature of this RFI and deemed important by the respondent.

Responses should include:

a) state an information requirement;

b) state another information requirement; and,

c) state the last business requirement.

Respondents are specifically requested not to submit price proposals (other than high-level cost estimates for budget purposes) or information about the qualifications or experience of their firm or individuals in their firm. This RFI will not be used to evaluate, rank or select vendors, nor will it be used to pre-qualify or screen vendors for a subsequent competitive bidding process, if any.

If subsequent competitive bidding opportunities are issued, the Ministry is under no obligation to advise any vendor responding to this RFI. Vendors are advised to monitor the BC Bid website (www.bcbid.ca) for any such opportunities, which will be open to all vendors regardless of whether or not a response to this RFI has been submitted.

All responses to this RFI become the property of the Province and will be held in confidence, subject to the provisions of the Freedom of Information and Protection of Privacy Act. Respondents to this RFI consent to the Province incorporating any submitted ideas, concepts, approaches, or strategies into any planning, design, procurement, or contractual activities related to any aspect of the project without any obligation, liability, or consideration on the part of the Province. The Province will not be responsible for any costs incurred by any vendor in responding to this RFI.

Responses should be delivered by hand, regular mail, facsimile or email to the following location before 2:00 p.m. Pacific Time on [DATE], and should quote RFI Number [RFI NUMBER]:

Ministry of Labour and Citizens’ Services

Purchasing Services Branch

P.O. Box 9476 Stn Prov Govt

c/o 2nd Floor 563 Superior Street

Victoria, BC V8V 1T7

Fax: 250-387-7309

Email: purchasing@gov.bc.ca
OR

One complete electronic response should be submitted in accordance with BC Bid instructions for e‑bidding and be received before the date and time stated above. Only registered e-bidders can submit responses on BC Bid. For more information on e-bidding refer to www.bcbid.ca.

Contact Person:

[CONTACT NAME]

[CONTACT TITLE]

purchasing@gov.bc.ca 
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