Request for Information Template – Notes to Drafter

This Request for Information (RFI) template is intended to solicit information from a segment of the Supplier community or other interested parties regarding specific information sought. It may be market sounding to determine whether or not the Supplier community offers a particular service or product, what type of licensing arrangements a given Supplier community might employ; or quite simply information and market sounding as to whether a segment of the Supplier community is interested in a potential procurement opportunity that might be described at a high level in the RFI. Accordingly, the RFI tool can be used to sound out particular technical information regarding a contemplated procurement; or alternately enquire if there is Supplier interest (for example, high interest might help to inform whether a shortlisting pre-qualification process such as a SURFQ might be employed as part of the procurement structure). 
If the drafter is considering asking for any kind of estimated pricing information, the drafter should limit such information to high level budgeting information to avoid bid shopping. 
If you need assistance filling out the template, or have questions related to a specific procurement you’re planning, please contact your ministry’s procurement contacts or Procurement Services Branch at procurement@gov.bc.ca or 250 387-7300. If you’re contemplating editing any of the language of the RFI template or have any questions regarding legal matters, please contact Legal Services Branch. To find out who your Legal Services Branch client services coordinator is, go to Legal Services Branch Client Assistance.
Instructions: Notes to the RFI drafter are [@@fuchsia and in brackets@@]. Follow the directions in the notes and delete all the notes before issuing your RFI. To search for all the notes, hold down the “Ctrl” button on your keyboard and press the “F” key. Type “@@” into the navigation field that opens and press “Enter”. You’ll then be able to see all the notes to the drafter in the RFI template. Areas that require input from the drafter are marked with fields in fuchsia text [@@like this @@]. To enter text into those fields just click on the field and start typing.
[@@Note to Drafter: Delete this Notes to Drafter page before posting the RFI.@@]
If you have any feedback or suggestions related to this template, please send them to procurement@gov.bc.ca.
[image: ]
MINISTRY OF [@@Ministry Name@@]
Request for Information
[@@Opportunity Description@@]

	Opportunity ID:
	[@@Number@@]

	Issue Date:
	[@@Date@@]

	Closing Date and Time (Pacific Time):
	[@@Date and Time@@]



Delivery of Submissions
Submissions must be submitted using one of the following delivery methods:
[@@Note to Drafter: Delete any Submission delivery options that will not be used for your RFI. The Closing Date should be no less than 15 calendar days from the Issue Date. It is advisable that the Official Contact email address and the email address to deliver emailed Responses (if applicable) be the same to avoid confusion for Suppliers.@@]
BC Bid Electronic Submission: Submit an electronic Submission using BC Bid. Submissions must be in accordance with the requirements set out in the process rules of the subject RFx. Only pre-authorized electronic bidders registered on the BC Bid system can make an electronic submission using the BC Bid system.
Or
Hard Copy Submission: Submit one (1) paper hard copy of Your Submission. Submissions made in this manner should be contained within an envelope clearly marked with Your name and address, the opportunity description and ID number must be submitted by hand or courier to the physical address specified below:
[@@Hard copy delivery address@@]

Or
Email Submission: Submit a Submission by email. Submissions by email must be submitted to the email address specified below in accordance with the email submission instructions set out in the process rules for the subject RFx. Include the opportunity description and ID in the subject line of the email.
[@@Email Address@@]

Official Contact
[@@Name@@], [@@Title@@]
[@@Email Address@@]


Table of Contents
[@@Note to Drafter: Be sure to update this table of contents before issuing your RFI. To update the table, right-click on it, click “Update Field”, choose “Update Entire Table” (if given the option), and press “Okay”.@@]
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1. [bookmark: _Toc231992176]Summary of the Opportunity

1.1 [bookmark: _Toc231992177]Ministry Responsibility
The Ministry of [@@Drafter: Click here to enter the Ministry name@@] is requesting information from Suppliers as set out in section 1.3. [@@Drafter: Click here to enter a brief overview of the business area or Ministry issuing the RFI@@].
1.2 [bookmark: _Toc231992178]Background
The purpose of this RFI is to gather information that may be useful to the Ministry with respect to a potential future procurement or other process or initiative. This RFI is not: (i) a tender notice or call for tenders; (ii) a notice of intended procurement; or (iii) a notice of planned procurement.
[@@Drafter: Click here to describe the current state and a problem statement that the RFI is intended to address.@@]
1.3 [bookmark: _Toc231992179]Information Sought
[@@Note to Drafter: If the drafter is considering asking for any kind of estimated pricing information, the drafter should limit such information to high level budgeting information to avoid bid shopping (see RFI process rules). 
Buyers are also reminded not to request information about the qualifications or experience of individuals in their firm. RFIs are not to be used to evaluate, rank or select Respondents or Respondent personnel, nor are they used to pre-qualify or screen Respondents for a subsequent competitive bidding process, if any.
Do not use the RFI to solicit Supplier comments on the forms of or clauses to contracts or procurement documentation without advice from Legal Services Branch.@@]
[@@Drafter: Describe the level of market interest and the information regarding certain technologies and/or products that is required.@@]


2. [bookmark: _Toc231992180]Request for Information Response Guidelines

2.1 [bookmark: _Toc231992181]Definitions
Throughout this RFI, the following definitions will be used (and the singular is interchangeable with the plural):
[@@Note to Drafter: The default definitions below may not be deleted or edited without advice from Legal Services Branch, except as expressly instructed in the Notes below. However, you may add additional definitions as needed. Insert any additional definitions into the list below ensuring the entire list is in alphabetical order. Consider consulting Legal Services Branch to ensure that additional definitions do not impair base definitions.@@]
“Addenda” means all additional information regarding this RFI including amendments to the RFI.
“BC Bid” means BC Bid located at https://www.bcbid.gov.bc.ca.
“BCeID” means a password ID that is required if a Respondent intends to prepare and submit Proposals electronically using BC Bid. See the BCeID website for more information.
“Closing Date and Time” means the closing time and date for this RFI as set out in the “RFx general information” section of the “overview” menu tab; and as initially set out on the cover page to the RFI.
“Closing Location” means, as applicable, the hard copy delivery location; email address; or BC Bid for the submission of Responses as indicated in the “delivery of submissions” section of the “overview” menu tab; and as initially set out on the cover page to the RFI.
“Enquiries Deadline” means the preferred cut-off date for questions set out on the “overview” tab within BC Bid. Questions received after this date, if applicable, may not be answered.
“Issue Date” means the date the RFI was posted to BC Bid as set out in the “RFx general information” section of the “overview” menu tab; and as initially set out on the cover page to the RFI.
“Ministry” means the Ministry of [@@Drafter: Click here to enter the Ministry name@@].
“Official Contact” means the individual named on the “opportunity details” menu tab for the RFI serving as the official RFI contact person for the Province; and as initially set out on the cover page to the RFI.
“Province” means His Majesty the King in right of the Province of British Columbia and includes the Ministry.
“Request for Information” or “RFI” means the information gathering process described in this document, including any including any attached or referenced appendices, schedules or other documentation and as may be modified in writing from time to time by the Province by Addenda.
“Response” means a written response to the RFI and includes the information and documentation, if any, required by any Response Form(s) that is submitted (see also “Submission”).
“Response Form” if provided with the RFI, means any document published with the RFI that calls for information to be provided by the Respondent as part of the Response and if required, the Submission Declaration Form.
“Respondent” means a person or entity (excluding its parent, subsidiaries or other affiliates) that submits a Response. 
“RFx” has the same meaning as RFI as the term may appear in BC Bid or BC Bid pop-up advisories associated with a Response.
“Submission” as used within BC Bid and its pop-up advisories related to this RFI has the same meaning as Response.
“Submission Declaration Form” means the form so identified and named in the RFI for use with Responses submitted by email or hard copy delivery if such submission methods are allowed by the RFI.
“You” and “Your” as used in any BC Bid pop-up advisories related to this RFI has the same meaning as Respondent.
2.2 [bookmark: _Toc231992182]Process Rules
A. For email and hard copy Responses, Respondents are required to include a Submission Declaration Form prepared by Respondent as part of their Response.
B. Respondents should provide a concise and focused Response that provides the information sought by this RFI.
C. Respondents are not to submit price proposals of any kind; however, if requested as part of the RFI, the Respondent may provide high level budgeting information that may be requested. 
D. Respondents are not to submit information about the qualifications or experience of specifically named individuals in their firm.
E. This RFI will not be used to evaluate, rank, or select Respondents, nor will it be used to pre-qualify or screen Respondents for a subsequent competitive bidding process, if any.
F. If subsequent competitive bidding opportunities are issued, the Ministry is under no obligation to advise any Respondent. Respondents are advised to monitor the BC Bid website for any such opportunities or to see if there are any Addenda to the RFI.
G. Enquiries related to this RFI including any requests for information or clarification may only be directed in writing to the Official Contact using the "enquiries" interface or the email address identified on the "opportunity details" menu tab, who (subject to the Enquiries Deadline, the preferred cut-off date and time for enquiries set out in the “RFx general information” section on the "overview" menu tab) will respond if time permits before the Closing Date and Time. Information obtained from any other source is not official and should not be relied upon. Enquiries and any responses providing new information will be recorded and posted to BC Bid or otherwise distributed to Respondents. Despite the foregoing, the Province may choose in its sole discretion not to respond, respond in whole or in part, or reformulate enquiries in whole or in part. The Province may in its sole discretion choose whether to post any such enquiries (as reformulated if reformulated) and responses to BC Bid or otherwise distribute to Respondents.
H. All Responses and information provided in relation to this RFI become the property of the Province, subject to the provisions of the Freedom of Information and Protection of Privacy Act. Respondents responding to this RFI irrevocably consent to the Province incorporating any submitted ideas, concepts, approaches, strategies, or other information into any planning, design, procurement, process, contract, or other initiatives without any obligation, liability, or consideration on the part of the Province or the Ministry. The Province (or Ministry) will not be responsible or liable to pay for any costs incurred by any Respondent in responding to this RFI.
I. Respondents should not provide any information that is proprietary, a trade secret, or confidential. Regardless of how the information provided by respondents is conditioned or qualified, the Province will not treat any information received from respondents as proprietary, a trade secret, or confidential.

[bookmark: _Toc231992183]Appendix A: Submission Declaration Form
Document is available for download in the “RFx documents” section for this RFI.
[@@Note to Drafter: This Appendix should be marked “N/A” if both email and hard copy submissions are not allowed.@@]
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