
Bid Submission Letter 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Company Address Line 1] 

[Company Address Line 2] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient Name] 

[Recipient Position] 

[Recipient Company Name] 

[Recipient Address Line 1] 

[Recipient Address Line 2] 

[City, State, Zip Code] 

Dear [Recipient Name], 

Subject: Submission of Bid for [Project Name or Description] 

We are pleased to submit our bid for the [Project Name or Description] as per the specifications 

provided in the [Tender/Request for Proposal Number]. Enclosed with this letter, please find all 

the required documents, including our proposal, technical details, and pricing information. 

We believe our experience in [Briefly describe relevant experience] makes us a suitable 

candidate for this project. We are committed to delivering quality services and meeting the 

project deadlines. 

Thank you for considering our bid. We look forward to the opportunity to work with [Recipient 

Company Name] and contribute to [Project Goals/Outcomes]. Should you require any further 

information, please do not hesitate to contact us. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

Enclosures: [List any enclosed documents] 


