
[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: Response to RFP [RFP Title/Number]  

Thank you for the opportunity to respond to your Request for Proposal for 

[Project/Service Name]. We are excited to present our proposal and 

demonstrate how [Your Company Name] can meet your needs. 

**1. Executive Summary**  

[Briefly summarize your understanding of the project and your proposed 

solution.] 

**2. Company Overview**  

[Provide a brief overview of your company, including relevant experience, 

capabilities, and key differentiators.] 

**3. Proposed Solution**  

[Detail your proposed solution, including methodologies, technologies, 

and timelines.] 

**4. Team Credentials**  

[Introduce the team members who will be involved in the project and their 

qualifications.] 

**5. Pricing Structure**  

[Include a transparent breakdown of costs associated with your proposal.] 

**6. Client References**  

[Provide a list of relevant client references who can speak to your 

company's capabilities.] 

We believe that our [solution/services] will provide significant value to 

[Recipient's Company], and we look forward to the possibility of working 

together. If you have any questions or need further information, please 

do not hesitate to reach out. 

Thank you for considering our proposal. We hope to hear from you soon. 

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Phone Number]  

[Your Email Address] 


