Request for Information (RFI)
Agency Guide to Pre-Solicitation Market Research
	How to use this guide
This guide explains the purpose of a Request for Information (RFI), when to use it, and the limitations set by the Louisiana Procurement Code (La. R.S. Title 39, Chapter 17). An RFI is a market research tool that helps agencies gather information on available products, services, and industry capabilities before selecting an appropriate procurement method. 
Note: An RFI is not a procurement method and cannot be used to award a contract or to evaluate, score, rank, or select a vendor. Agencies should use an RFI solely to conduct market research and inform procurement planning before initiating a procurement method available under La. R.S. 39:1593 – 1600.2.


1. What a Request for Information is
A Request for Information (RFI) is a written request for an agency to gather information from the vendor community on available products and services, industry capabilities, delivery models, pricing structures, technical approaches, licensing, or potential sources. An RFI is used solely for market research to help the agency and the Office of State Procurement (OSP) better understand the marketplace before selecting an authorized procurement method.
Informational Only. An RFI is market research, not a solicitation. It does not result in a bid, proposal, offer, or contract.
Reduced Vendor Effort. Because an RFI is not a competitive solicitation, vendors generally provide high-level information rather than invest the effort they would in a formal solicitation. Agencies should use responses as market intelligence, not as offers or commitments.
Better Solicitation.  A well-developed RFI helps agencies improve the formal solicitation by refining specifications, defining the scope of work, developing realistic cost estimates, and recording the market.
2. Legal status of an RFI in Louisiana
Louisiana law (La R.S. 39:1593) limits the methods of source selection as follows:
“Unless otherwise authorized by law, all state contracts shall be awarded by one of the following methods: 
(1) R.S. 39:1594, competitive sealed bids. 
(2) R.S. 39:1595, competitive sealed proposals. 
(3) R.S. 39:1596, small purchases. 
(4) R.S. 39:1597, sole source. 
(5) R.S. 39:1598, emergency procurements. 
(6) R.S. 39:1600, other procurement methods … 
(f) Invitation to negotiate.”
Because these are the only authorized methods of award, the following rules apply to all RFIs:
No award. An RFI is not a procurement method and cannot be used to award a contract. If the agency decides to proceed with a purchase after conducting an RFI, it must use one of the procurement methods listed above.
No scoring or evaluation. Agencies may not score, rank, or evaluate RFI responses for award purposes, nor can they use an RFI to shortlist, prequalify, or hold a competition.
No advantage. A vendor's decision to respond, or not respond,  to an RFI may not provide any advantage or disadvantage in a future formal solicitation. Likewise, responding to an RFI may not be made a condition of eligibility to compete for a future procurement.
Public records. RFI responses submitted to the State are generally subject to the Louisiana Public Records Law. Respondents should be instructed not to include any proprietary or trade-secret information unless permitted by law and to clearly mark any information they claim is exempt from disclosure. 
	Key Takeaway
An RFI helps an agency decide how to procure. It is not the method used to procure. The purchase itself always runs through one of the methods in La. R.S. 39:1593 – 1600.2.


3. When to use an RFI
An RFI is appropriate whenever the agency needs to understand the market before committing to a method of source selection or to a specification. Common, defensible uses of an RFI include:
Developing or refining specifications and scope of work before issuing an Invitation to Bid (La. R.S. 39:1594) or a Request for Proposals (La. R.S. 39:1595).
Evaluating complex or innovative business needs before determining whether an Invitation to Negotiate is an appropriate procurement method (La. R.S. 39:1600.2).
Supporting a potential sole source procurement by determining whether viable competition exists before proceeding under La. R.S. 39:1597. See Section 4 for additional guidance.
Gathering market information regarding estimated realistic costs, lead times, delivery models, industry standards, and licensing requirements.
Determining whether an existing statewide contract, LaMAS contract, or cooperative agreement may satisfy the agency’s need.
Assessing the availability and capacity of potential vendors, including Louisiana-based businesses, small businesses, and veteran-owned businesses.
When Not to use an RFI
An RFI should not be used when the agency already understands the requirement and the available sources. In those situations, the agency should proceed with the appropriate procurement method. An RFI should not unnecessarily delay the issuance of a competitive solicitation.
An RFI should not be used:
As a substitute for a formal solicitation process when the agency intends to procure goods or services through a competitive procurement method. 
To create the appearance of competition, when the agency does not intend to proceed with a formal solicitation.
4. Using an RFI to support a sole source determination
One of the most valuable uses of an RFI in Louisiana procurement is to support the documentation necessary for a sole source determination. A sole source award is permitted only on a written determination by OSP.
La R.S. 39:1597 provides: 
“A contract may be awarded for a required supply, service, or major repair without competition when, under regulations, the chief procurement officer or his designee above the level of procurement officer determines in writing that there is only one source for the required supply, service, or major repair item.” 
Market research is the foundation for demonstrating that “only one source” exists. Posting a non-restrictive RFI publicly is a good-faith, auditable way to test that premise by inviting any other capable source to identify itself. The RFI results should be used as supporting documentation for the written sole source determination request. An RFI does not replace the required written determination process.
Decision rule after the RFI closes:
	What the RFI returns
	What it means
	Next step

	No responses, or only the already-identified source responds
	The record supports “only one source.”
	Document the posting and the response(s); route the request for a La. R.S. 39:1597 written determination to the CPO or designee for approval.

	One or more other capable sources respond
	Competition appears to exist; sole source is not supportable.
	Proceed competitively — Invitation to Bid (La R.S. 39:1594) or Request for Proposals (La R.S. 39:1595).

	Other responses arrive, but the agency believes the procurement remains sole source (e.g., the responses do not actually meet the requirement)
	Unresolved — additional review and documentation are required.
	Contact OSP before proceeding. Document specifically why each response fails to meet the stated, non-restrictive requirements.



	Sole source is two findings, not one
An RFI helps establish that only one source exists. It does not establish that the price is fair and reasonable. For sole source procurements, emergency procurements, and Professional, Personal, Consulting, or Social Services (PPCS) contracts, La. R.S. 39:1600(E) separately requires the using agency to negotiate and determine in writing that the compensation is “fair and reasonable to the state.”
Therefore, a complete sole source justification requires both findings:
1. Only one source exists — supported by market research, including RFI results when applicable.
2. The compensation is fair and reasonable — supported by the agency’s price analysis and negotiation documentation.
Both determinations must be completed before proceeding with the sole source procurement.


5. How and where to post an RFI
Use LaPAC. Post the RFI through LaPAC, the State’s central electronic procurement system. Posting through LaPAC provides access to the registered vendor community and creates a public, time-stamped, auditable record of the market research conducted. 
Label it. Clearly label the posting to avoid confusion with a formal solicitation. Recommended language includes: “Request for Information — This is NOT a solicitation.” The posting should clearly state that the purpose of the RFI is to gather information and that responses will not result in a contract award.
Recommended open period. The RFI should be kept open for at least 10 calendar days, and longer for complex needs, to provide the vendor community a reasonable opportunity to review and respond. This 10-day period is an OSP-recommended market-research practice; it is not a statutory requirement or mandatory RFI response period.
Don’t confuse the clocks. An RFI posting does not satisfy the advertising requirement for a formal solicitation. Statutory advertising periods that apply to a formal procurement method, such as the electronic advertising periods for an ITB under La. R.S. 39:1594 and an RFP under La. R.S. 39:1595, governs the actual solicitation itself, not the preceding RFI.  If the agency proceeds with a formal solicitation after completing an RFI, the solicitation must independently meet all applicable advertising and posting requirements.
6. How to write an RFI
Keep the RFI concise, clear, and open. In most cases, an effective RFI can be organized into three primary sections: Introduction, Background Information, and Response Information.
A.  Introduction
The introduction should explain the purpose of the RFI and provide a brief overview of the information the agency is seeking. Use language such as
“The [Department/Division Name] is seeking information from qualified vendors who can provide …” 
Include a high-level description of the product, service, or solution being explored. 
B.  Background Information
Provide sufficient context for vendors to understand the agency’s need and determine whether they may be able to provide a solution. 
The background information should: 
· Describe the agency’s current situation, business need, or desired outcome. 
· Provide enough detail for vendors to submit meaningful responses. 
The purpose of an RFI is to learn what solutions are available in the marketplace. Agencies should remain open to innovative approaches that may provide improved value, efficiency, or effectiveness.
C.  Response information
The RFI should clearly explain how vendors should respond and what information should be provided. Response instructions should include:
Response Deadline: Provide the date and time responses are due. 
Requested Information: Identify the information vendors should provide, such as: 
1. Vendor’s experience and qualifications, 
2. Description of products, services, or solutions offered, and 
3. Information explaining how the vendor’s offering would meet the State’s needs.
Submission instructions: Specify how responses should be submitted (email or hard copy) and identify a single point of contact for questions and/or submissions.
Required disclaimer: Include the mandatory disclaimer language below.
	Required disclaimer — include in every RFI
This Request for Information is not a solicitation and is issued for informational and market-research purposes only. It is not an Invitation to Bid, a Request for Proposals, or any other method of source selection available under La. R.S. 39:1593 – 1600.2. The State will not score, evaluate, rank, or make any award solely on the basis of responses. Responding or declining to respond will neither provide an advantage nor a disadvantage to any party in any future formal solicitation and is not a condition of eligibility to compete. Responses may be subject to the Louisiana Public Records Law.


7. Quick reference — do and don’t
	Do
	Don’t

	Use the RFI to gather market information about available sources, potential solutions, scope, and cost before selecting a procurement method.
	Don’t score, rank, evaluate, or short-list vendors based on RFI responses.

	Post the RFI on LaPAC and keep an auditable record of the posting and all responses received.
	Don’t award a contract based solely on an RFI. Any resulting procurement must be conducted using one of the procurement methods in La. R.S. 39:1593 – 1600.2.

	Use RFI results as supporting documentation when requesting a written sole-source determination under La. R.S. 39:1597, when appropriate.
	Don’t treat an RFI as the sole source determination or as documentation that the proposed compensation is fair and reasonable. Those determinations require separate documentation.

	Keep the RFI broad and non-restrictive to encourage alternative solutions and innovative approaches from the marketplace.
	Don’t use an RFI to delay a competitive solicitation that has already been identified.

	Include the required disclaimer and identify a single point of contact for vendor questions and responses.
	Don’t make responding (or not responding) to an RFI a condition of eligibility for any future formal solicitation.





Appendix A.  RFI notice — fillable template
Replace the bracketed fields. Post the completed notice on LaPAC and retain a copy in the procurement file.
	State of Louisiana — Request for Information (RFI)
This is Not a Solicitation
Issuing Agency/Division:  [Department / Division]
RFI Title: [Short descriptive title]
RFI Number: [Agency RFI no.]
Date Issued: [Date]
Response Deadline: [Date], [time] [time zone] (at least 10 calendar days after issuance)
1. Introduction
The [Department/Division] is seeking information from qualified vendors who can provide [product or service]. [One- to two-sentence high-level summary of the need.]
2. Background information
[Describe the need, current environment, quantities, locations, timing, and any relevant constraints in sufficient detail for a vendor to determine whether it can provide the product or service. Keep the description open and non-restrictive; the State welcomes alternative and innovative approaches.]
3. Response information
Interested parties should submit a written response by the deadline listed above. Responses should include:
the vendor’s experience and qualifications;
a description of the products or services offered;
why the products or services would meet the State’s need; and
any relevant pricing models, lead times, or licensing information.
4. Submission and contact
Submit responses by:  E-mail (preferred) or hard copy to the contact below
Procurement contact:  [Name, title]
Agency:  [Department / Division]
Address:  [Mailing address]
E-mail:  [email@la.gov]
Questions:  All questions must be in writing to the contact above.
Disclaimer.  This Request for Information is issued for informational and market-research purposes only. It is not a solicitation and is not a method of source selection available under La. R.S. 39:1593 – 1600.2. The State will not score, evaluate, rank, or make any award based solely on responses. Responding or declining to respond will neither provide an advantage nor a disadvantage to any party in a future formal solicitation and is not a condition of eligibility to compete. Responses may be subject to the Louisiana Public Records Law, La. R.S. 44:1-41.
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