
[Your Company Letterhead]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Request for Proposal (RFP) for [Project Name/Description]  

We are pleased to announce our intention to solicit proposals for [brief 

description of the project or service needed]. As [Your Company Name] 

seeks to enhance our [specific goals related to the project], we invite 

your esteemed company to submit a proposal outlining your services and 

expertise in this area.  

**Scope of Work:**  

[Briefly outline the scope, objectives, and expectations of the project.]  

**Proposal Submission Requirements:**  

Please include the following in your proposal:  

1. Company background and experience  

2. Detailed project approach and timeline  

3. Pricing structure  

4. References from previous clients  

5. Any additional information pertinent to your proposal  

**Deadline for Submission:**  

All proposals must be submitted by [submission deadline date] to 

[submission email or physical address].  

**Questions and Clarifications:**  

Should you have any questions regarding the RFP, please feel free to 

contact me at [your email] or [your phone number].  

We look forward to reviewing your proposal and potentially working 

together on this exciting project.  

Thank you for your attention to this request.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Phone Number]  

[Your Email Address] 


