
[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Recipient Name] 

[Recipient Position] 

[Government Agency Name] 

[Agency Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are pleased to submit our proposal in response to the [Tender Title or Number] for IT 

services as published in [Publication Name] on [Publication Date]. Our organization, [Your 

Company Name], is equipped with the necessary expertise and resources to deliver high-quality 

IT solutions tailored to meet the requirements outlined in your tender documentation. 

Enclosed with this letter, you will find our detailed proposal, including our technical approach, 

project timeline, and pricing information. We are committed to providing innovative and 

effective IT services that align with the goals of [Government Agency Name]. 

If you require any further information or clarification regarding our submission, please do not 

hesitate to contact me directly at [Your Phone Number] or [Your Email Address]. We look 

forward to the opportunity to work with [Government Agency Name] and contribute to your 

important initiatives. 

Thank you for considering our proposal. 

Sincerely, 



[Your Signature] 

[Your Printed Name] 

[Your Position] 

[Your Company Name] 


