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1. INTRODUCTION
This request is for information only to assist the Mississippi Department of Education (MDE) in determining how best to fulfill the scope of work and requirements described below.

The MDE does not guarantee any formal solicitation will be generated from responses to this RFI. Should the agency determine to proceed with a solicitation based on the responses to this Request for Information (RFI), the solicitation to be issued may be either a formal Request for Proposal (RFP) or Invitation for Bid (IFB) to be awarded in accordance with the State of Mississippi purchasing policies and procedures. 
2. PROJECT DESCRIPTION REQUIRED
Program Office shall describe in detail what the agency requires….
3. CURRENT CIRCUMSTANCE/SITUATION 

Program Office shall provide history of events leading up to the need to advertise.
4. RFI RESPONSE REQUIREMENTS

Please keep your response to xx pages or less.  Participants may attach brochures that have been published to the public which provides additional information it feels may benefit the State.  All materials submitted for any portion of this RFI shall become property of the MDE and will not be returned to respondents. Any disclosure of data and information which Contractor has designated in writing as proprietary and confidential shall remain confidential. Interested firms are requested to maintain an original complete copy of all documents/materials submitted. RFI response should contain the following:

· Contact Information (FORM A)
· Company Name

· Address

· Name of the individual who will act as primary point of contact for inquiries

· Contact Person’s Telephone Number

· Contact Person’s Email Address

· Comments

Please provide your comments on the project description and requirements outlined in this document.  Include any suggestions or advice regarding mandatory requirements, implementation, management, technology, etc. of this contemplated project.  Detail what additional information or clarifications would be needed in order to prepare a comprehensive solicitation in the future.    

· Approach

Based on the project information provided above, briefly describe the approach you would recommend for this project and why.
All costs incurred by the Offeror in preparing and delivering its proposal, making presentations, and any subsequent time and travel to meet with the MDE regarding its proposal shall be borne exclusively at the Offeror’s expense.

5. CONFIDENTIALITY

Notwithstanding any provision to the contrary contained herein, it is recognized that MDE is a public agency of the State of Mississippi and is subject to the Mississippi Public Records Act. Miss. Code Ann. §§ 25-61-1 et seq. If a public records request is made for any information provided to MDE pursuant to this RFI and designated by the respondent in writing as trade secrets or other proprietary confidential information, the MDE shall follow the provisions of Miss. Code Ann. §§ 25-61-9 and 79-23-1 before disclosing such information. The MDE shall not be liable for disclosure of information required by court order or required by law.

6. SUBMISSION OF INFORMATION
RFI response should be submitted by email or hardcopy. E-mail responses should include (insert name of project-Written Responses) on the subject line. 
Submit written responses, estimated pricing, and FORM A (provided) no later than Day, Month, Date, Year, by insert time (AM/PM) CST.
To: Your name
Name of Office
The Mississippi Department of Education

359 North West Street

Jackson, MS 39201

7. QUESTIONS & ANSWERS
All technical and non-technical questions related to this RFI should be directed  via email to: __name@mdek12.org No later than Day, Month, Date, Year, by 5:00 PM CST, to ensure a response by the MDE. Answers to all questions will be shared with all submitting a response to this RFI.  
8. RFI SCHEDULE
	Month, Day, Year 
	RFI made available to the responders. 

	Month, Day, Year
	Deadline for submitting questions. 

	Month, Day, Year
	Deadline for the MDE to respond to all questions. 

	Month, Day, Year
	Deadline for receiving response (all material). 

	Month, Day, Year
	Responses to be evaluated. Responders may be invited to present solution to Agency (presentation meetings, not negotiation meetings). Live demonstrations may be launched at this presentation. 

	Month, Day, Year
	Decision on whether or not to launch an RFP. 


9. RESEARCH AND INFORMATION GATHERING PROCESS

This RFI is being issued by the MDE to seek input from the business community
through a written Response or Briefing. 
PLEASE NOTE:   
This is NOT a Request for Proposal.  A contract will NOT be awarded based on submissions to this RFI. 

FORM A

PART 1:  RESPONSE SUMMARY AND COVER SHEET 

1. General Information
a) Legal Name of Organization/Agency: _____________________________________________________
b) Name of Contact Person: 
____________________________________________________________

Title: __________________________________________________________ 

Did outside individuals/agencies assist with preparation of this RFI?   
          YES             NO 

If "Yes", please describe:  


PART 2:  RESPONSE COMPANY INFORMATION 

1. Entity Point Of Contact
Please provide company information and the contact information of the person from your company who can answer technical questions. 

a) Company/Entity Name: 

b) Physical Address: 

c) Mailing Address including zip code: 

d) Telephone number including area code: 

e) Fax number including area code: 

f) E-mail address for business correspondence: 

2. References
Please provide company information and the contact information of customers or entities that have implemented a project for which you are providing a response to this RFI.  In providing this information, as a response to this RFI, you are authorizing and permitting the MDE to contact these references for the purposes of assessing company’s performance and experience.  
Company/Entity Name #1:  


Physical Address: 


Mailing Address including zip code:  


Telephone number including area code:  


Fax number including area code:  


E-mail address for business correspondence:  
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Company/Entity Name #2: 


Physical Address: 


Mailing Address including zip code:


Telephone number including area code:


Fax number including area code: 


E-mail address for business correspondence:
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Company/Entity Name #3: 


Physical Address:  


Mailing Address including zip code: 


Telephone number including area code: 


Fax number including area code: 


E-mail address for business correspondence: 


 Signature





 Date___________________________
1
RFI No.  XXXX-XX-XX-XX

