


Request for Information


State of Alaska 
Department of ___
Division of ___

Date Issued: 
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TITLE OF THE PROJECT
Introduction:

Procurement Officer Note: Provide a brief description of the project and that your department is seeking information from vendors who may offer the products or services in question.

Background Information:

Procurement Officer Note: Provide as much background information as possible to provide vendors an understanding of the products or services in question and any other information that would help vendors reasonably determine whether they would be able to provide the products or services. 

Response Information:

Procurement Officer Note: Provide instructions to vendors that if they believe they can provide the products or services, they should submit a response to the RFI by a certain deadline (make sure it’s at least 10 days from the issue date of the notice), and that the response must include detail on things such as the vendor’s experience and qualifications, the products or services themselves, and why their products or services will work for the state. Make sure to list your contact information and include instructions on how to submit a response to the RFI via email or hard copy.

Also make sure to state that the RFI does not extend any rights to prospective vendors or obligate the state to conduct a solicitation or purchase any goods or services.

Procurement Officer contact information: 

Interested parties must submit a written response by _________, ___________, at ____ p.m. ADT. Responses may be sent by U.S. mail or E-mail to the addresses listed below. 

All questions must be directed to the person listed below writing via email.
Department of ____
Attention: ________
Address: _________
Phone: __________
Email: _______
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