
[Your Company Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Response to RFP #[RFP Number/Title]  

Thank you for the opportunity to submit our proposal for [Project/Service 

Name] as outlined in your Request for Proposal (RFP) dated [RFP Date]. We 

are pleased to present our response and believe that our experience and 

capabilities align well with your requirements.  

1. **Company Overview**  

 - Brief description of your company, including mission, vision, and core 

values.  

 - Overview of relevant experience and expertise in the industry.  

2. **Understanding of the Project**  

 - Summary of your understanding of the project scope and objectives.  

 - Discussion of specific challenges and opportunities identified.  

3. **Proposed Solution**  

 - Detailed description of the proposed approach and methodology.  

 - Timeline for project implementation with key milestones.  

 - Explanation of how our solution meets the needs outlined in the RFP.  

4. **Team Qualifications**  

 - Introduction of the project team and their qualifications.  

 - Brief bios highlighting relevant experience and expertise of team 

members.  

5. **Budget and Pricing**  

 - Overview of the proposed budget, including a detailed breakdown of 

costs.  

 - Explanation of pricing structure and any payment terms.  

6. **References**  

 - List of relevant projects completed for similar clients.  

 - Contact information for references who can speak to our work.  

7. **Conclusion**  

 - Summary of why we are the best fit for this project.  

 - Invitation for further discussion or clarification.  

We appreciate the opportunity to respond to your RFP and look forward to 

the possibility of collaborating with [Recipient Company]. Please feel 

free to reach out if you have any questions or require additional 

information.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company]  

[Your Contact Information]  

[Your Company's Website] 


