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Responding to a 
Request for Information

SAMANTHA JEFFERSON
Vice President

Corporate Attraction – Emerging Sectors

Kansas City Area Development Council

Preparation is Your Superpower! 

2024Session Overview

o Site Location = Process of Elimination

o Most Competitive

o What can you do to keep from being eliminated?

o Site Visit 101
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2024Requests for Information (RFIs)

o Come in various formats: Word, Excel, Web Portals

o Not created equal – site selection consultants, clients, state
o Template vs custom

o Varying lengths

o DO NOT LEAVE BLANKS

o Think regionally when necessary

o Personalize it – emphasize new or unique assets

Requests for Information – Real Estate
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20242024Sample RFIs

2024
Requests for Information - Financial
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2024NOW WHAT?!?!

You have received a new project request….

Now what do you do?!?!?

2024Responding to an RFI

o Read it
o Project Scope

o Requested Information, Format

o Timeline

o Submit any clarifying questions

o Assemble the team
o Property Owner or Broker

o Utility Companies

o Internal Departments

o Local, Regional or State partners
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2024Responding to an RFI

o Provide what is asked for
o Letterhead (electronic)

o Naming PDF’s (Project Star – Salina KS – Site Aerial)

o Format as requested (Word, Excel, etc.)

o Include required attachments (maps, photos, aerials, etc.)

o Provide only what is requested

o How to be a good team player
o Ask questions

o Complete RFI’s

o Clear maps (identify site)

o Submission deadline

2024Know Your Inventory

o Know your properties – Sites & Buildings Database
o Size, ownership, zoning

o Previous use and why they left – expanded or downsized?

o Map of property in relation to region/state/US

o Supporting documentation (floor plans, quality photos, Phase I)

o Know your building and landowners

o Know your real estate brokers

o Know your infrastructure (existing and future) and Contacts
o Utilities – electric, sewer, water, natural gas, fiber

o Transportation – roads, rail
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2024Preparation: Know Your…

o Think regionally

o Know your numbers
o Utilize tools (BLS, American Fact Finder, US Census)

o Population

o Labor Force

o Unionization

o Labor Costs

o Educational Attainment

o Community & City Leadership

o Major Employers

2024Maps & Environmental

o Maps
o City or County, Google Earth, GIS  
o Building & site location in community/region/state
o Aerial map 
o Floodplain map
o Topography map
o Infrastructure map

o Phase I & II environmental review of sites
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2024Where is Your Community?

2024Accessibility
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20242024

Quality Photos of Building/Aerial Photos

2024Aerial Map
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2024Floodplain Map

2024Demographic Data

o Keep current 

o Provide on a regional basis

o Commuting patterns 
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2024Regional Workforce Draw

2024Incentives

o Have incentive policies in place before the client calls

o Summarize local incentive options in a one-two page overview 
- Don’t send city ordinance policy on incentives

o Check with utility representatives for economic development 
rider discounts

o Leave the state incentives to the state officials
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2024Quality of Life

o Quality of Life vs Character of Life

o Friendly, hard-working people, great quality of life –
OVERUSED

o Personalize – focus on what’s unique about your area

o Our labor rates are 15% below national averages.

o Due to layoffs at a local company, we have a trained pool of welders.

o Our City Council recently enhanced our tax abatement policy and 
reduced our water and sewer rates.

o This year our city constructed a new city park, community center with 
pool, and a new library. 

2024
Submitting Your Sites on a project

Database/Brochure:
• How to use – what’s my 

password?
• Keep info current and 

complete
• If no price, it’s not for sale
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20242024

Examples of great community 
responses and marketing info

o Cover letters – customize for project

o Site Submissions when no real estate flyer is available

20242024Think about your audience
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2024Preparation Matters

o RFIs will come in Friday afternoon and over holidays
o If prepared, no need to panic

o If not, you may be working over the weekend or holiday

o What if you don’t have a property that meets requirements?

o What if the use wouldn't be supported for a property that does 
met the requirements?

2024Common Site Elimination Factors

o Lack of qualifying buildings or shovel-ready sites

o Lack of available & qualified labor

o Location

o Transportation & utility infrastructure

o Costs – real estate, labor, utilities

o Incentives

o Lack of information or preparation
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2024
Don’t Make Them Hunt for Answers

2024Land Site Example

o Leavenworth: (LocationOne)
o LOIS (locationone.com)

o Address

o Available Acreage

o Sale or Lease Price

o Quality Photos, Videos, Maps, Environmental Reports

o Property Contact

https://app.locationone.com/sites/5a2857fb5f8fc656376488b5?organization=59eaba35bec80e09b4bbf1d7&%3Bbuildings:filters=%5B%5D&%3Bbuildings:sort=sqft:high&%3Bsites:filters=%5B%5D&%3Bsites:sort=acres:high
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20242024

Land Site – Leavenworth (LocationOne)

20242024

Land Site – Leavenworth (LocationOne)
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2024Available Buildings Example

o Lawrence (LocationOne)
o LOIS (locationone.com)

o Address 

o Square Feet/Building Size

o Building Type – Industrial, Warehouse, Commercial

o Sale or Lease Price

o Quality Photos, Videos & Maps

o Property Contact

Building – Lawrence (LocationOne)

https://app.locationone.com/buildings/5cc1c5b8a87a2912ffd98212?organization=59eaba35bec80e09b4bbf1d7&%3Bbuildings:filters=%5B%5D&%3Bbuildings:sort=sqft:high&%3Bsites:filters=%5B%5D&%3Bsites:sort=acres:high
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Building Details & Location

20242024Quality Photos of Building
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Infrastructure Map

2024Community Profile Example

o Lawrence (LocationOne)
o LOIS (locationone.com)

o Population

o Housing

o Education

o Employment by Industry

o Additional Data Can be Added – Major Employer Data

https://app.locationone.com/areas/communities/59ed7fc3994c2e62b62bfc95?organization=59eaba35bec80e09b4bbf1d7&%3Bbuildings:filters=%5B%5D&%3Bbuildings:sort=sqft:high&%3Bsites:filters=%5B%5D&%3Bsites:sort=acres:high
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Community – Lawrence (LocationOne)
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2024Sam's Suggestions

o If You Don't Understand, Neither Will They

o Ask the Questions

o Get Good at Document Management

o Personal Branding Opportunity

o Acknowledgement & Gratitude to Your Team

20242024

Site Visit Basics:
Prepare to Win
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20242024Site Visit 101 – The Power of P

o Plan Their Perception

2024Site Visit 101 – The Power of P

o Plan Their Perception
o "Perception is the copilot to reality." - Carla Harris

o What words do you want the client to use to describe
▪ their experience?

▪ your community?

▪ your team?

o Plan for Personal Needs
o Physical accommodations

o Dietary restrictions

o Bio breaks

o Brain breaks
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2024Site Visit 101 – The Power of P

o Plan Your Route
o Consider your transportation

o Drive your route. Drive it again.

o Preparing your real estate

o Identify obstacles – access, weather, footwear

o Prep Your Team
o Who’s In The Room?

o Importance of Hello

o Control the Narrative

o Respect the Timeline

2024Site Visit 101 – The Power of P

o Prepare Your Space
o Meet Where It Matters

o Test Your IT

o Local Touches Make a Difference -

o Prepare Your People
o Script

o Practice

o Print or Electronic
o Readable Maps

o Binders for Handouts

o Follow-up with client & your team
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2024Sam's Suggestions

o Personal Branding Opportunity

o Acknowledgement & Gratitude

o Put a Mermaid in the Pool to Your Team

20242024

SAMANTHA JEFFERSON

Vice President

Corporate Attraction – Emerging Sectors

Kansas City Area Development Council

Jefferson@thinkkc.com


