
Bid Submission Cover Letter 

Date: [Insert Date] 

[Recipient Name] 

[Recipient Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient Name], 

We are pleased to submit our bid for the [Service Agreement Title] as requested in 

[RFP/Proposal Number] dated [RFP Date]. We have carefully reviewed the requirements and are 

confident in our ability to deliver exceptional service that meets your needs. 

Our proposal includes a detailed plan of approach, relevant experience, and a competitive pricing 

structure aimed at achieving [Client's Objective]. We believe our team's breadth of skills and 

dedication positions us favorably to contribute effectively to your project. 

Enclosed with this letter, please find the following documents: 

• Bid Proposal 

• Company Profile 

• References 

• Pricing Information 

Thank you for the opportunity to submit our proposal. We look forward to the possibility of 

working together and are available for any questions or clarifications you may require. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[Your Phone Number] 



[Your Email Address] 


