
Invitation for Tender Submissions 

Date: [Insert Date] 

Dear [Vendor's Name], 

We are pleased to invite you to submit your tender for [Project Name/Description] as part of our 

procurement process. We are seeking to engage qualified vendors who can provide [brief 

description of goods/services needed]. 

Submission Details: 

• Deadline for Submission: [Insert Date] 

• Submission Method: [Email/Physical Address/Online Portal] 

• Contact Person: [Insert Contact Name and Email/Phone] 

We encourage you to carefully review the attached tender documents that outline the 

specifications, requirements, and evaluation criteria. It is imperative that your submission is 

compliant with all stated requirements. 

Should you have any questions or need further information, please do not hesitate to contact us 

by [Insert Date]. 

Thank you for your interest in partnering with us. We look forward to receiving your submission. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


