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RFI Checklist
Use this checklist to separate early market screening from detailed proposal or statement of work requests. Share only what is appropriate for the stage, and clearly mark assumptions, gaps and areas where consultancy provider input is needed.
RFI Screening Questions:
· Have they supported similar companies?
· Have they delivered similar projects?
· What differentiates the consultancy?
· What risks are there?
· Who would lead the engagement?
· What other expertise could be required?


	Step
	RFI information area
	Information to provide
	Status/ notes

	1
	Purpose of request 
	Explain that this is a market screening exercise.
	

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

	3
	Consultancy requirement 
	Brief description of expertise required.
	

	4
	Target milestone 
	Specific outcome to be achieved.
	

	5
	Challenges
	Key issues to solve.
	

	6
	Information requested 
	Relevant experience, team structure, availability and capacity.
	

	7
	Relevant examples 
	Request similar project experience.
	

	8
	Resource model 
	Ask who would perform the work.
	

	9
	Availability
	Expected start dates and capacity.
	

	10
	Initial concerns
	Ask providers to identify risks or knowledge gaps.
	

	11
	Response format
	Require consistent responses.
	

	12
	Next steps
	Clarify timeline and selection process.
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