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ACQ – Template – RFP Rejection Letter (A)

IBPL Sample Template
RFP Rejection Letter

(A)

The letter used to reject a proposal submitted as a response to an RFP

The letter must be sent to every participant in an RFP response, including those not chosen.  Reasons for rejection could be that another vendor was chosen or a decision was made to cancel the project.  Since RFP responses consume significant time and resources, all participants should be notified regarding the final status of their proposal.

It is highly recommended to read the recommendations below in order to properly and successfully use the letter to decline the response submitted in response to the RFP.  Depending on the circumstances, the bid may not be officially awarded if unsuccessful providers have the right to formally contest their rejection.  This depends on the conditions set forth in the RFP.  Therefore, this letter is sent out before any contract is signed.  Contract negotiations cannot conclude until the protest deadline expires and all protests are settled. 

· Use the formal letterhead
· First, thank the person who submitted the proposal for their time, effort, and interest in the project related to the issued RFP
· Next, notify the provider that you decline the offer they have submitted since it is not the best apparent solution to the project for which the RFP was issued 

· Do not reveal information about the project status or the chosen vendor 

· Have the organization’s legal department review the letter before sending

· Sign your name and title.  Be sure to provide correct, complete contact and reference information for future correspondence 

· Send the rejection letter via certified mail  

[Date]

[Proposer’s contact name]

[Company address]

Request for Proposal [RFP identification number]

Dear [contact name]: 

I would like to thank you for your interest and effort in submitting your proposal for our project referenced by the above RFP number.

Unfortunately, your organization’s proposal has been declined in favor of another responder.   If you have any questions, please feel free to contact me at your earliest convenience.

Sincerely, 

[Signature]

[Name and Title]

[Address]
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