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Procurement

Model letter – Request for Information Document


Guidance notes:

· The document will deliver relatively basic information.  Details provided will allow and appraisal of options to be carried out and a selection of equipment that is to be included in the grant application made, or a more informed decision reached on the feasibility of a project or requirement.
· Additional documents or attachments can be added to enable the user to define each element of the technical specification, and, if appropriate the commercial specification (such as service costs; warranty response times, etc) to identify the essential elements, etc and to apply weighting as appropriate to the requirement.
· The end result should be that a logical conclusion or informed decision can be made with supporting evidence for a grant application, or to assist in progressing a requirement.
· Where a number of providers return information, it should also assist in any option appraisal, and also in developing a final generic specification to be further developed for the tender documents.

· It is also anticipated that the Funding Bodies (if appropriate) will acknowledge that the inclusion of evidence from the RFI process will increase their confidence in the quality and accuracy of an application.
Request For Information (RFI)

The University of St Andrews

INSERT School / Unit

INSERT Address

INSERT Contact / Principal Investigator

INSERT Tel

INSERT e-mail

INSERT Fax

	Technical / scientific output
	INSERT




Please insert below (in the description column) the high level outline specification of the Equipment in your organisation’s range that will deliver the technical/scientific output described above (please also refer to the notes below the table)

	Description
	Country of manufacture
	Lead time
	Base price
	Import duty
	VAT
	Total

	
	
	
	
	
	
	


Notes:
1. Full technical details should be attached to this RFI.

2. Any elements of the equipment or any peripherals, etc that require bespoke or other development in order to meet the output must be clearly identified with expectations in terms of rights of ownership stated.

3. Please set out requirements in terms of services, consumables, etc in the tables provided below.

4. Costs stated should be on the basis of fully installed and commissioned equipment as detailed in the matrix below.

5. Please provide a full list of customers or reference sites where equipment of similar specification is in use.

6. Please state lead time for delivery and installation of the equipment from date of contract / order.  Estimated to be (insert period).

7. Please also state cost validity period and warranty provisions / costs.
	Description
	Base price

cost per item 

£ sterling
	VAT
	Total
	Base price

cost per annum
	VAT
	Total
	Comments

	Consumables required (please specify)
	
	
	
	
	
	
	

	Service and maintenance contract (fully comprehensive parts and labour) for (X) years
	
	
	
	
	
	
	

	Training
	
	
	
	
	
	
	

	Software or other Licence Costs
	
	
	
	
	
	
	

	Licence fee support and maintenance
	
	
	
	
	
	
	


A. Alternatives to a fully comprehensive parts and labour preventative and remedial Maintenance Service may be provided.  Details should be attached.  Time and materials costs and details should also be provided.
B. Details of software and firmware licences required should be provided.

C. Please state the external index (eg RPI) to which any future cost increases will be linked.
Subject:	Request for Information (RFI) – provision of equipment / services / goods (delete as appropriate)





We are currently in the process of (putting together an application for a Research Grant for the fulfilment of (INSERT purpose of research and/or scientific output or outline need for requirement).  The application will be submitted to (Funding Body) under the (INSERT scheme – eg SRIF) scheme. (if appropriate)





We need to identify costs of equipment, hardware and software, including upgrades, consumables, servicing/maintenance costs, training & support, licensing, and any other costs during the first 5 years.  Details of reference sites are also required. (INSERT any additional information which may be key to your requirement.)





Please complete the attached “Request for Information (RFI)” document and include any alternative options.  The objective of using this document is to collate data in a standardised manner to enable the application to be developed / to determine if this project / potential requirement can be progressed.





This RFI is not an intent to purchase and should not be taken as such – it is intended to obtain indicative costing and technical data for the purpose of (making an application for a grant / assisting in determining specification and feasibility of the requirement / project).  If the funding application is successful / project or proposal is to be progressed, Public Sector Procurement regulations require us to undertake a competitive tender process to select a supplier.





Please contact the undersigned if you need to discuss any aspect of this RFI.





Please return the completed RFI along with any supporting documentation by (INSERT date) to:-





(INSERT contact details, full address etc)
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Walter Bower House, Eden Campus, Main Street, Guardbridge, Fife, KY16 0US

T:  +44 (0)1334 462523      E:  procurement@st-andrews.ac.uk

The University of St Andrews is a charity registered in Scotland, No: SC013532

