
[Your Company Letterhead]  

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Tender Submission for [Project Name or Tender ID]  

We are pleased to submit our proposal in response to the tender 

invitation for [describe the project or service] as outlined in your 

advertisement dated [date of advertisement]. We have carefully reviewed 

the tender documents and are committed to providing the highest quality 

of service.  

Our proposal includes:  

1. Company Profile  

2. Technical Proposal  

3. Financial Proposal  

4. Relevant Experience and References  

5. Compliance with Terms and Conditions  

We believe our experience in [mention relevant experience] aligns 

perfectly with the requirements of this project, and we are eager to 

showcase our capabilities.  

Thank you for the opportunity to submit our tender. We look forward to 

the possibility of working together and contributing to [Recipient 

Organization's Name].  

Yours sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Position] 


