, , 
R   E   Q   U   E   S   T       F   O   R       P   R   O   P   O   S   A   L


DATE:

TO: 



, , 

RE: 
Request for Proposal – 
Currently,  is seeking proposals for its project identified as  and has the following main objectives for the project: 

Your company has been invited to submit a proposal for , the details of such project being laid out herein.  Please complete, in its entirety, the subsequent sections of this document to be considered for .  Questions or concerns regarding any aspect of this request for proposal should be submitted by .  

Proposals will be evaluated based on the following criteria: 

The selection process is scheduled to be completed by . 

Thank you for your time.  We look forward to reviewing your proposal for .
Sincerely,
I. PROPOSAL SUBMISSION AND DEADLINE

All submissions must be via .  The submission deadline is .  Submissions received after this deadline will not be considered. 

All submissions should be sent to the following address, e-mail address or fax number, attention :
,   

Email: 

Fax: 

II. REQUIRED INFORMATION

To be considered, all proposals must include, at a minimum, the following:
III. CONFIDENTIALITY

The information contained within this Request for Proposal related to  and the information submitted in response to this Request for Proposal are strictly confidential, and the information submitted in response to this Request for Proposal will be used solely by . 

IV. INSTRUCTIONS

Provide thorough and accurate responses to the information requested on the following pages.  Additional information and supplemental attachments should be included. 

V. TERMS AND CONDITIONS

 is scheduled to begin  and end .  Please review the enclosed contract for complete terms and conditions. 
VI. COMPANY PROFILE
Provide the information as requested below.

	Company Name:
	

	Company Address:
	

	Company City, State, Zip:

	

	Company Contact Info:
	

	# of Employees:
	

	# of Years in Business:
	

	# of Customers/Clients:
	

	Area(s) of Expertise:

	

	Competitive Advantage:

	

	License/Certification(s):

	

	Insurance Coverage:
	

	Pricing Options:

	

	Other Information Crucial to Your Qualifications to Work on this Project:

	

	Other:

	


VII. COMPANY BACKGROUND

VIII. PROJECT TIMELINE

List the timeline for completing the proposed project work/services by activity/task or project phase.

	Activity/Task/Project Phase
	Total Time Required
	Start Date
	Completion Date
	Notes/Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	PROJECT COMPLETION DATE
	
	


IX. PROJECT COST ESTIMATE

Provide an itemized list of total estimated project costs.  Include recurring and one-time fees.

	Product/Service
	Description
	Total Cost

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL ESTIMATED PROJECT COSTS
	


I declare under the penalty of perjury that the foregoing information provided by me on behalf of and as a representative of  is true and correct to my knowledge.   I agree on behalf of  to the terms of this Request for Proposal as identified herein. 

I have the authority to bind .

Signature:   

__________________________________________________

Printed Name:

__________________________________________________

Company Name:
__________________________________________________
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