
RFP Transmittal Letter

[Your Name]

[Your Title/Position]

[Your Organization/Company Name]

[Your Address]

[City, State, ZIP Code]

[Email Address]

[Phone Number]

[Today's Date]

[Recipient's Name]

[Recipient's Title/Position]

[Recipient's Organization/Company Name]

[Recipient's Address]

[City, State, ZIP Code]

Subject: Request for Proposal (RFP) Transmittal

Dear [Recipient's Name],

I hope this letter finds you well. On behalf of [Your Organization/Company Name], I am pleased to

submit our Request for Proposal (RFP) for [Project/Service/Initiative] as outlined in the attached

document.

We have thoroughly reviewed your organization's capabilities and expertise, and we believe that you

possess the required skills and experience to successfully execute [Project/Service/Initiative]. Our

organization is excited about the potential partnership between our entities and the positive impact

we can create together.

The enclosed RFP outlines the scope of work, project objectives, specific requirements, evaluation

criteria, and submission guidelines. We kindly request that you review the RFP carefully and provide

us with your comprehensive proposal in response to the outlined requirements.



Please adhere to the following timeline for the RFP process:

1. RFP Issuance Date: [Date of Issuance]

2. Deadline for Questions and Clarifications: [Deadline Date]

3. Proposal Submission Deadline: [Deadline Date]

4. Proposal Evaluation Period: [Dates]

5. Final Decision and Contract Award: [Date]

During the proposal evaluation period, we may request clarifications or additional information from

you if necessary. All communications regarding the RFP should be directed to [Your Email Address].

To ensure a fair and competitive evaluation process, we request that you keep all aspects of this

RFP confidential until the final decision is made. We also expect your proposal to remain valid for a

period of [Timeframe] from the proposal submission deadline.

We are confident that your proposal will showcase your organization's capabilities and commitment

to excellence. Should you have any questions or require further information, please feel free to

contact us at [Your Phone Number] or [Your Email Address].

Thank you for considering our invitation to participate in this procurement process. We look forward

to receiving your proposal and the possibility of working together to achieve our shared objectives.

Sincerely,

[Your Name]

[Your Title/Position]

[Your Organization/Company Name]


