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RFI Checklist
Use this checklist to prepare an initial request for information when screening analytical and microbiological testing partners. Give each laboratory the same essential context and request comparable evidence on technical capability, relevant experience, quality standards, capacity, delivery approach and commercial fit. The checklist applies to direct appointments and B2B subcontracting or partnerships. “Share” identifies information supplied by the requesting organisation; “Request” identifies evidence or clarification sought from the laboratory. Complete applicable areas before issue, record gaps in the notes column and use responses to identify a credible shortlist for further discussion or a proposal. This is screening, not final supplier selection.
	Step
	Scope
	Information to provide / evidence to request
	Status/ notes

	1
	Purpose
	Share: programme decision or client-delivery outcome, target milestone and screening purpose. Request: confirmation that the proposed engagement fits the provider’s services.
	

	2
	Overview
	Share: product, modality, phase and broad testing need; one-off/project-stage, recurring or ongoing support; direct or B2B subcontracting/partnership relationship.
	

	3
	Capability
	Share: required techniques and testing types. Request: relevant specialist/niche expertise, instrumentation, GMP status and microbiological capability, including anaerobic testing where required.
	

	4
	Methods and samples
	Share: method status, transfer readiness, sample types, likely volumes, availability and handling, storage or containment constraints. Request: initial suitability assessment and missing inputs.
	

	5
	Timeline
	Share: target start, milestone and turnaround expectations, distinguishing fixed dates from assumptions. Request: indicative lead times and whether turnaround covers test completion, data review or approved-data delivery.
	

	6
	Experience
	Request: evidence of comparable products, stages, methods and regulatory uses.
	

	7
	Quality
	Request: relevant licences, inspection history, data-integrity controls and accreditations, with their scope.
	

	8
	Capacity
	Request: availability, instrument and chamber access, backups, indicative lead times and any capacity limitations.
	

	9
	Team
	Request: technical lead, delivery model, performing sites and initial questions or concerns. For B2B work, outline client contact, subcontractor oversight, confidentiality and escalation arrangements.
	

	10
	Commercial fit
	Share: engagement model and known budget constraints where appropriate. Request: minimum engagement size, indicative pricing basis and additional charges; identify any commercial mismatch.
	

	11
	Response format
	Request: fit assessment, supporting evidence, gaps, risks, assumptions and recommended next step. Invite the provider to decline if capability, capacity or cost base does not fit, explaining the reason rather than submitting an unsuitable proposal.
	

	12
	Administration
	Share: confidentiality/non-disclosure agreement requirements, response deadline, clarification contact and shortlist process. State any client-consent requirements for subcontracting. Keep regulatory submission requirements in the programme context rather than using ambiguous agreement abbreviations.
	



Screen essential technical and quality requirements first. Record the evidence and unresolved questions behind each shortlist decision. An informed decline can help avoid unnecessary proposal work where the requirement does not fit a provider’s capability, capacity or commercial model.
Abbreviations: 
RFI - request for information; 
GMP - good manufacturing practice; 
B2B - business-to-business. 
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