To:
Name of Agency
Location
Telephone
Fax
Email

Request for Proposal Number & Subject

From:
Your Business Name
Location
Telephone
Fax
Email
<Date>
To the <Name of Requestor> 
I am writing to you today from my/our business <Legal Business Name> to provide a proposal for <Government Agency Name>, Request for Proposal (RFP) number and title. We are located at (provide full address). You can reach <Name of Contact> (this is your proposal contact person) at telephone number (xxx)xxx-xxxx (provide the extension). Their direct email is name@yourbusiness.extension. You may also reach use at (this is for websites, WhatsApp or other method of contact.) 
We are excited to provide our proposal for this opportunity. Our business is a (Insert certifications, license and bond numbers here). We are making our pricing good for <insert duration>, ending on <insert date>. The key personnel on this project are (list names).
Thank you for your time and consideration.
Owner’s Signature(s)
Name(s)
Full Contact Details
Date
Enclosures

