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	Solicitation of Interest (SOI) Template





	Preparer’s Note [SOIs are distributed to the companies in the form of a letter or a summary document which includes information that would help the company to decide if the proposed opportunity represents a good fit for the company’s business and worth pursuing further in the diligence process.


The following template has the minimum requirements and should be modified as appropriate for use and prior to issue by the entity to the companies. 


Solicitation No.:
Issuance Date:
Closing Dae/Time:
Issuing Entity:

SUBJECT:	Solicitation for ________________________________________

Dear Sirs:

The [Entity name] is seeking applications from qualified companies to provide services as described in this solicitation.

ENTITY’s POINT OF CONTACT
[Provide a single point of contact and communications details]


a) SUMMARY OF THE OPPORTUNITY

[Insert a brief summary of what is the entity’s requirement in order to encourage companies’ interest in opportunity]

i) Overview
[Highlight how the requirements fit within the entity’s goals and objectives]

ii) Background
[Describe in more detail the current situation (i.e. current contract if any) and why the services are required; set out the objectives or goals of the services]

iii) Statement of Need (SON)
[Describe what service areas are included, brief service requirements, location of service-delivery; duration of intended contract/type. The entity shall include SON wherein the entity determines the minimum requirements and volume of works. SON provides an overview of the opportunity for the company and sets the benchmark to understand the right level of capacity and capability based on requirements and not assumptions]

iv) Summary of prequalification process
[Inform about next steps; introduce prequalification process]

b) REQUIREMENTS

An applicant may be considered eligible for prequalification process if the criteria highlighted in SOI is satisfied.
The contents shall include the following:

i) Proof of the company’s incorporation
[here the entity asks what legal business requirements are]

ii) The company’s contact information
[Single point of contact details, mailing address, phone numbers]

iii) Sign and return Non-Disclosure Agreement (NDA) if required.
[here Entity asks the company to sign and return an NDA]

iv) Capabilities
[Use this section to identify the requirements that a company should meet in order to demonstrate they can deliver the services. Include headings for relevant categories; for example, Skilled workforce, Heavy equipment, Operational capacity, Computer Aided Facility Management (CAFM) capabilities]

v) Relevant experience
[The company should have a minimum of ____ years of experience in providing services of a similar scope and complexity]

vi) Financial standing
[Here the entity shall mention what financial standing may be required of the company, e.g., value of works completed, etc.]

vii) Organizational structure
[Here entity shall ask for a high-level organization structure, partnerships and associations]
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