
 
 

Working with the RFI Generator 
 
The RFI Generator is a free Web-based tool designed to simplify your preferred lender request for 
information (RFI) process.  With RFI Generator you can: 
 

• Select questions from the question catalog, plus add your own questions.   
• Assign different importance levels or values to each question.    
• Generate an Excel spreadsheet that can be easily e mailed by you to your selected lenders. 

 
Choosing Preferred Lenders 
 
For information about choosing preferred lenders, please refer to the Preferred Lender List Compliance 
Guidance for Schools on our Web site.  
 
 

Click here to access 
the Private Loan RFI 
Generator 

 
 

 
Using the RFI Generator 
 
You must provide your school name, school code, a contact name and contact information.  You must enter a 
submission deadline date for lenders.  Finally, you are required to indicate the loan programs for which you 
are requesting information.   
 
Completing the survey introduction is optional.  The size limit for the introduction is 1000 characters.   

http://www.hesc.com/content.nsf/CA/Preferred_Lender_List_Compliance_Guidance_for_Schools
http://www.hesc.com/content.nsf/CA/Preferred_Lender_List_Compliance_Guidance_for_Schools


 
Next, you will review the question catalog and 
decide which questions to include on your RFI.  
The question catalog is broken into sections: 
 

1. Business Model  
2. Service Standards   
3. Customer Care 
4. Eligible Borrowers  
5. Borrower Benefits 
6. Loan Pricing 
7. Loan Limits 
8. Repayment and Repayment 

Example 
9. Financial Literacy/Default 

Management 
10. Loan Processing 
11. Direct to Consumer Loans 
12. Loan Sales 

                       
 
                                                                   

 
 

Choosing Questions 
 
Click on the plus icon  to expand each section 
and see the possible questions.    
 
All questions are automatically checked.  For 
each question, determine if it should be 
included.  If not, uncheck the box.  Some 
questions have multiple parts.  If you uncheck 
the first question, the additional parts will 
automatically be deselected. 

 
Each question has an importance level that indicates the significance or value of the question or topic to your 
institution.  The range is from 1-5 with 5 as the highest.  Three is the default value. 
 
Some questions include additional information to explain why it would be selected or why it has been added 
to the question catalog.  Click on the plus icon  to expand the field. 
 
To include your own questions, click Add Question which is found at the end of each catalog section.  You 
may add up to 10 questions per section 
 



 
 
Generating the RFI Spreadsheet 
 

After you have completed the 
school information and selected 
your questions, click the 
“Generate Private Loan Excel 
File” button. 

 

 
 
 
 

A dialog box will open asking to open, save or cancel the template file.  Click Save.  Choose a name and 
location to store the file.   
 
 

 
The RFI spreadsheet is comprised 
of the school information, lender 
information and question 
sections.  The school information 
section is pre-filled using the 
information from the generator 
and may not be changed. 
 
The gray fields should be 
completed by each submitting 
lender. 
 
The question section contains the 
catalog selections and any 
questions you added. Questions 
from the generator catalog have a 
lender response area.  Every 
question has an “importance 
level” and an additional details 
section for short responses. 
 



 
In addition, a “school rating” 
field is part of each question.  
It can be used for rating the 
lender’s response when the 

spreadsheet is returned.  
 
At the bottom of the spreadsheet, there is a “totals” field that will add any numerical value entered into the 
school rating fields.  The school rating is for the school’s use only. 
 
Finally, lenders may check the box found at the bottom of the spreadsheet to indicate whether or not 
additional documents will be attached to the return e mail in support of the completed RFI. 
 
When you are ready, compose your e mail, attach the RFI spreadsheet and e mail the RFI to lenders you have 
selected. 
 
 
Scoring the Responses 
 
After the completed RFIs have been returned, you’ll need to evaluate the responses.   Response evaluation 
procedures and criteria are determined by your school.  The same evaluation criteria must be used for each 
RFI.  
 
If a lender must return the RFI in a PDF format, ask that the spreadsheet be attached as well. 
 
One possible evaluation method uses weighted scores.  This method multiplies the importance level value by 
the response score you assign (ranges from 1-10, with ten being the highest).   If the RFI question has an 
importance level of 4 and the lender response score is 9, the school rating would be 36.  You would enter 36 
in the school rating cell for that question.  If the next question has an importance level of 3 and the lender 
response score is 10, you would enter 30 in the school rating cell for that question.  The rating would be 
added to the total at the bottom of the spreadsheet after you saved the cell information or moved to a new 
cell.  After scoring all the answers, the final totals for each RFI can be compared. 
 
Questions or Comments 
 
Please contact Ann Higgins ahiggins@hesc.org or (518) 473-7604. 
 
 

mailto:ahiggins@hesc.org

