Request for Proposal (RFP)

Date: [Insert Date]
[Your Company Name]
[Your Company Address]
[City, State, ZIP Code]
[Phone Number]
[Email Address]
Dear [Vendor Name],
We are reaching out to invite you to submit a proposal for [specific service or product] that we
are currently seeking. Our company, [Your Company Name], is looking for a qualified vendor
who can meet our requirements and help us achieve our goals.
Project Overview:
o Objective: [Briefly describe the goal of the project]
e Scope of Work: [Outline the main tasks or services needed]
o Timeline: [Specify any deadlines or timeframes]

Budget: [If applicable, mention budget constraints]

We kindly request that you submit your proposal by [submission deadline]. In your proposal,
please include the following information:

Company profile and experience
Detailed approach to meeting our needs

Pricing structure
References from past clients

Please send your proposal to [Your Email Address] or by mail to the address above. If you have
any questions, feel free to contact me at [ Your Phone Number].

Thank you for considering this opportunity. We look forward to reviewing your proposal.
Sincerely,

[Your Name]

[Your Title]



[Your Company Name]



