
[Your Company Letterhead]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Response to Request for Proposal (RFP) [RFP Title or Number]  

We are pleased to submit our proposal in response to your Request for 

Proposal (RFP) dated [RFP Date]. Our team at [Your Company Name] is 

excited about the opportunity to collaborate with [Recipient Company 

Name] and bring our expertise in [briefly mention relevant fields or 

services] to meet your needs.  

Enclosed, you will find our comprehensive proposal, which includes:  

1. Executive Summary  

2. Detailed Project Plan  

3. Team Qualifications  

4. Proposed Budget  

5. Timeline for Deliverables  

We believe our approach will align well with your goals, and we are eager 

to contribute to [mention specific objectives or outcomes of the 

project].  

Thank you for considering our proposal. We look forward to the 

opportunity to discuss it with you further. Should you have any 

questions, please do not hesitate to contact me directly at [Your Phone 

Number] or [Your Email Address].  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Phone Number]  

[Your Email Address] 


