
Response to RFP [RFP Number] 

[Your Company Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Date: [Date] 

To: 

[Recipient's Name] 

[Recipient's Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

We are pleased to submit our response to the Request for Proposal (RFP) for [Project Name or 

Description]. After carefully reviewing the requirements set forth in the RFP, we are confident 

that our expertise and experience aligns with your needs. 

1. Company Overview 

[Brief description of your company, including years of experience, key areas of expertise, and 

mission statement.] 

2. Project Understanding 

[Outline your understanding of the project requirements and objectives.] 

3. Proposed Solution 

[Detail your proposed solutions and how they will fulfill the client's needs.] 



4. Pricing Structure 

[Include a brief overview of your pricing model or attach detailed pricing documents.] 

5. Timeline 

[Provide an estimated timeline for project completion.] 

6. Contact Information 

For any further information or clarification, please feel free to contact us at [Your Contact 

Person's Name] at [Phone Number] or [Email Address]. 

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

[Recipient's Company Name] and contribute to the success of [Project Name]. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 


