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RFI Checklist
Use the RFI and RFP checklists to separate early market screening from detailed proposal requests. Share only what is appropriate for the stage, and clearly mark assumptions, gaps and areas where provider input is needed. 
	Step
	Scope
	Information to provide
	Status/ notes

	1
	Purpose of request 
	Explain that the RFI is being used to screen capability, fit, capacity and interest before moving to detailed proposal discussions. 
	

	2
	Project overview 
	Briefly describe the product, development stage, target milestone and broad outsourcing need. 
	

	3
	Required capability 
	Summarise the services, technologies, dosage form, scale or specialist expertise and supply chain requirements being explored. Provider to address for example, raw material sourcing, contingency arrangements, cold chain capability (if required), warehousing/distribution options.
	

	4
	Key screening criteria 
	State the main criteria providers should address, such as relevant experience, GMP and Inspection status, QP arrangements, regulatory experience and licences, location, capacity and technical fit.
	

	5
	Known constraints
	Share any obvious timing, handling, containment, regulatory, material or commercial constraints that may affect suitability. 
	

	6
	Information requested from provider
	Ask for capability summary, relevant case experience, available capacity (current utilisation, lead times, expansion plans), preferred project types, minimum project size and initial concerns. Also to address general company information – overview, facility locations, ownership structure, financial stability.
	

	7
	Provider response format 
	Request a short, consistent response focused on capability, fit, questions, risks and whether they recommend moving to an RFP. 
	

	8
	Confidentiality and next steps 
	Confirm NDA status, response deadline, clarification route and how shortlisted providers will be contacted. 
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