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[bookmark: _Toc287386706]Purpose of Document
This document is part one of a three-part set. It gives the background to your prospective customer and our project.
The second part contains two Appendices extracted from our requirements document with a list of current IT systems, then an extensive Glossary of Intelligent Energy, IT and industry-specific terms.
The third is a turnaround spreadsheet containing the questionnaire, for you to populate with your answers and then return to us.
[bookmark: _Toc287386707]About [Company]
[Company] is ZZZ
[bookmark: _Toc287386708]Background on Our Selection Project
Committed to Off-the-Shelf. There are no foreseeable circumstances where [Company] will commission a bespoke system. They are committed to off-the-shelf software. The philosophy of the evaluation is to implement the standard selected system - with customisation of the package code as an absolute last resort. However, Intelligent Energy may need integration work at the system boundaries.
Scope of Project. The functional extent of the new solution covers ZZZ.
Objectives Of The New System. The system should deliver the following advantages and tackle the following issues:
· ZZZ;
· ZZZ.
[bookmark: _Toc287386709]Evaluation Approach & Status
The evaluation, selection and procurement approach we use is documented in this book:
Tate, M. (2015) Off-The-Shelf IT Solutions: A practitioner's guide to selection and procurement. BCS, The Chartered Institute for IT: Swindon.
www.bcs.org/books/offtheshelf
The method is progressive short-listing, evaluating all systems to the same basis of decision – the list of requirements.
We have held over ZZZ interviews and workshops to capture, agree and weight (for importance) the requirements.
This created a Requirements Document (RD) - the detailed statement of user requirements and the ‘candidate profile’ against which systems will be scored.
This document extracts criteria from the full RD, and is a pre-qualifying questionnaire or Request For Information (RFI). Note it is not a Request for Quotation (RFQ) because we are not asking for overall or fixed prices yet, only some of the costing parameters.
This RFI stage will take candidates from being one of ZZZ on the longlist to being one of ZZZ on the shortlist for face-to-face evaluation visits (to go through the RD). Therefore, after evaluating the RFI responses, we will send the shortlisted system suppliers the full requirement document a week or so in advance. We will then want to visit you for ZZZ days of evaluation meetings.
These meetings will allow the evaluation team to understand candidates. A subsequent scoring meeting will calculate fit and put forward  (normally) two candidates for demonstration, reference sites and negotiation.
[bookmark: _Toc287386710]Contacts
Our Exec Sponsor is ZZZ.
The Programme Manager is ZZZ.
Technical Lead is ZZZ.
The prime contact during the selection phase of the project is ZZZ.
[bookmark: _Toc287386711][bookmark: _Hlk520709923]This RFI With Basis & Significance Of Your Response
This RFI has the major objective of assessing candidates for fit and take the project from longlist to shortlist.
To keep the questions shorter, note acronyms are not expanded. However, they are all defined in the associated project Glossary, available as a separate document.
Please complete the questionnaire spreadsheet for the standard solution that is currently shipping and installed in (at least) three customer sites.
If you discuss any features in a version to be released in the next six months, please show this clearly and state the published release date.
Where a program code modification would be needed, please show this too.
Each question has a drop down list to indicate your coverage of the requirement. Please pick the closest value, then add your response notes and comments. The values are explained on the sheet Lists under Responses.
Please answer all questions, even if it is to say an area/question is outside your scope of supply.
Please assume your questionnaire response ‘has contractual significance’ – with the exception of cost indications, since more detailed analysis will be needed.
We understand no candidate supplier or solution will fully meet all requirements. However, it is better to set a stringent (possibly even Utopian) yardstick and then measure all systems against it.
[bookmark: _Hlk61067280]If you have any questions, please contact ZZZ by email or phone, as at the top of this document. Please do not disturb others in [Company] without prior permission – willingness to respect the project process is part of our assessment criteria.
Rename the spreadsheet to include the names of your company and product. Email it back to ZZZ after filling it in. We will confirm receipt.
Please reply by 99:00 on ZZZday ZZZdate to ZZZemail. Please copy our project Inbox ZZZarchiveemail. This is a secure, collaborative space to make documents available to the wider team without overloading inboxes.
If you believe you do not have an applicable system, please send us a brief email to withdraw.
Thanks for your help.
*** Ends ***
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