[image: image1.jpg]Planning






Fundamentals of Technology Project Management                        Request for Information (RFI)
Project Name



Company Name

Request for Information
Company Name 
Address 
Phone Number

Confidential and Proprietary Information

This document contains information that is proprietary to <COMPANY NAME>. Transmittal, receipt, or possession of this document does not express license, or imply rights to use, sell, design, manufacture, or to have manufactured, any product, concept, or service from this information. No reproduction, publication, or disclosure of this information, in whole or in part, electronic or otherwise, shall be made without prior written authorization of an officer of <COMPANY NAME>

Authorized transfer of this document from the custody and control of <COMPANY NAME> constitutes a loan for limited purpose(s), and this document must be returned to <COMPANY NAME> upon request, and in all events, upon completion of the purpose(s) of the loan.
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1. Introduction

[Description of the document and its purpose.]
2. Company
[Enter name of organization requesting the RFI. Brief overview of business if necessary]
3. Information Requested
Please supply the following information:

4. Additional Information
[Enter any necessary background or supporting information that might be needed in order to respond to the request]
5. Response Submission and Questions 
Please submit RFI response no later than [date ] to [ full address ]. Questions should be addressed to [Contact Name, title, phone, email].
6. Terms and Conditions

[Insert any confidentiality or legal terms or conditions here]
Request for Information
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