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1. Identify the project lead 

2. Complete the Needs 

Assessment worksheet and 

review it with Purchasing  

Preparation 
(2-4 weeks) 

1. Utilize the RFI template 

packet 

2. Have stakeholders review 

3. Email documentation to 

Purchasing 

Draft 
(2-4 weeks) 

1. CCRI Purchasing sends RFI 

to State Purchasing 

2. State Purchasing posts the 

RFI 

Submission 
(4-6 weeks) 

1. Determine if a Request for 

Proposal (RFP) or a 

Request for Quote (RFQ) 

is needed 

Evaluation 
(2-4 weeks) 

Request for Information (RFI) Timeline 

(Approximately 10-18 weeks) 
Please Note: This timeline sheet is for Request for Information (RFI) ONLY. Please use the RFP or RFQ timeline sheet if needed. 
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