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Agenda

• Benefits of Pre-Sourcing Methods

• Request for Information

• Draft Request for Proposal (RFP)

• Records considerations

• Resources
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Pre-Sourcing Methods
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Benefits of Pre-Sourcing Methods

• Flexibility in structure to meet agency needs

• Exceptionally detailed or more general

• Optional steps such as demonstrations, presentations

• Create greater understanding of the market and potential 
vendors

• New solicitations or contract renewals
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Benefits of Pre-Sourcing Methods

• Costs obtained can:

• Determine whether agency budget is adequate

• Ensure cost methodology aligned with market

• Results received can determine if requirements are too 
restrictive or vague

• Enhance requirements in final solicitation

• May reduce protests on the backend
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Types of Pre-Sourcing Methods

Request for Information 
(RFI)

• May include general or 
specific questions 
specific to needs of the 
agency

• Posted in advance of a 
solicitation

Draft Solicitation

• Draft solicitation posted 
for vendor feedback

• Feedback can be used to 
modify requirements
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Use Chat or Unmute Your Mic…
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What is the purpose 

of completing a 

RFI?



Request for Information 
(RFI)
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Request for Information
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• RFI can: 
• Aid in the development of a solicitation

• Be used to obtain costs or price estimates

• Be posted in Strategic Sourcing (RFI is its own Event Type)

• RFI cannot:
• Be used as a substitute for a procurement process or 

establish a contractual commitment
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Typical RFI Components
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Introduction 
and 

Background
 

Submission 
Instructions

Requirements Pricing



Introduction and Background
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• Purpose of the RFI (problem statement)

• Explain how the responses will be reviewed/used
• Develop solicitation requirements

• Determine which vendors to invite for demonstrations

• Agency background

• Point of contact



Submission Instructions
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• Explain how to prepare and submit a response

• Calendar of events

• How vendors should ask questions (i.e., email, through system)

• Specific instructions for how to submit a response

• Response format

• Electronic only, hard copy only or either

• Any response limitations (i.e., file size, page limit)



Requirements
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• Define any requirements the proposed solution must 
possess, if applicable

• Provide requirements vendor must respond to including:

• Information on company/experience

• Required references

• Detailed information on proposed solution/service



Pricing
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• Can ask more general question about vendor’s cost structure

• Can include specific line-item costs that the vendor must 
respond to

Important note: Forms and templates used to manage the 
request for bids/proposals process will not be used for the 
solicitation of information or cost estimates.



Pricing Examples

• Provide the pricing structure your 
company typically uses for this 
service

• Provide an overview of your 
organization’s fee schedule
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• Provide pricing for each of the following:

• Implementation

• Licenses

• Equipment

• Training

• Provide a listing of any additional 
services your company may offer, with 
itemized pricing

General Specific 



Review of RFI Responses
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• Upon review agencies may:

• Issue clarifications to vendors

• Short list vendors to invite to presentations

• Use the results to develop a solicitation

• Look for existing contracts in which the vendors are participating 

• Responses should be kept confidential until completion of the 

resulting solicitation (statement should appear on cover page)



Recordkeeping Requirements
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• Refer to DOA-3840 Procurement Recordkeeping Checklist 
for complete list. Main records include:

• Original document and all attachments

• Copy of all amendments

• Vendor questions, answers and clarifications

• Written correspondence with vendors

• Other pertinent records  

https://doa.wi.gov/Forms/DOA-3840SPMRecordkeepingChecklist.docx


Use Chat or Unmute Your Mic…
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How often have you completed a 

RFI?

• With every RFP

• Only with new RFPs

• Only with contract renewals

• I’ve never completed a RFI



Draft Solicitation
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Use Chat or Unmute Your Mic…
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Draft Solicitation

2024 Wisconsin Statewide Procurement Conference 22

• Agencies may post a draft of an upcoming solicitation 

• Allows agencies to obtain input from vendors on the documents

• Allows vendors to determine their ability to respond

• Revisions made following feedback process can enhance 
requirements and specifications to better align with industry

• Incorporation of feedback may decrease likelihood of protest of 
the requirements



Draft Solicitation Components

• Solicitation and all associated documents should be as 
close to final as possible when posting

• Agencies can use Strategic Sourcing to post the draft – 
must be clear it is only a draft

• Include a letter or memo instructing vendors:

• Type of input you are seeking

• Deadline for responses 

• Clear instructions on how to submit
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Requested Input
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• Use the memo to request that proposers identify any of the 
following:

• Restrictive requirements

• Requirements that could dramatically increase costs to the 
agency

• Duplicative requirements

• Missing requirements that may be necessary to ensure agency 
receives best possible results

• State-specific information that would preclude proposers from 
responding to the RFP



DRAFT RFP 
Memo
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DRAFT RFP 
Posting
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Questions



Thank you!
Cheryl Edgington

Cheryl.Edgington@wisconsin.gov

608.266.1060

mailto:Cheryl.Edgington@wisconsin.gov
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