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ACQ – Template – RFP Rejection Letter (B)

IBPL Sample Template
RFP Rejection Letter

(B)

The purpose of the RFP rejection letter is to notify the vendor that their proposal was rejected and the specific reasons for that rejection.

Recommendations:

· Thank the organization for submitting the proposal and their efforts
· State the specific reasons why the proposal is rejected.  Explain why, including if the provider was non-responsive during the process.  As an example, a non-responsive proposal would, for instance, neglect to provide mandatory information or documents requested in the RFP.  Another category of rejection is the non-responsible vendor who is judged not capable of fulfilling all of the major requirements defined in the RFP, considered financially unstable or thought unable to complete the project in a timely manner.  Describing the reasons for the failure to comply with the RFP requirements can prevent vendor protests

· Do not disclose information about the awarded organization 

· Consider having your legal department review the letter
· Send the rejection letter promptly after the decision is reached and use certified mail
[Date]

[Contact name]

[Vendor’s address]

Request for Proposal # [RFP identification number]

Dear [Contact name]: 

Thank you for your time, effort, and interest in our [Project title] project.

Unfortunately the proposal submitted has been rejected due to the following reasons:

[Detailed reason]

[Detailed reason]


Sincerely, 
[Signature]

[Name and Title]

[Address]
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