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ACQ – Template – RFP Award Letter 

IBPL Sample Template
RFP Award Letter 
The RFP Award Letter

The RFP award letter is sent to the vendor that provided the best solution or product, provides the best organizational value, and fulfills the requirements defined in the request for proposal (RFP).

Read the following recommendations to use the RFP award letter properly and successfully.

· Prepare a formal acceptance letter; this should be mailed with overnight delivery


· Email or phone call is not an accepted substitution for the formal letter.  An email or phone call prior to delivery is acceptable only if all parties involved in the project are in agreement and the message is communicated in a way that allows the vendor to understand nothing is concrete until the formal letter arrives
· Notify the vendor that the submitted proposal provides the best value for your organization and to the project for which the RFP was issued.  The award is not yet official or definitive since unsuccessful providers have the right to formally contest their disqualification, rejection, or non-selection within a reasonable timeframe, as initially defined in the RFP.  Outline that no contract will be signed until the deadline to receive protests expires and all protests are settled


Since rejected vendors can sometimes complicate the RFP process, consult with the legal department before communicating with rejected vendors

Organizational Letterhead

[Organization Information]




[Date]
[Organization Information]
[Organization Information]
[Vendor Name]








[Vendor Contact Information] 

[Vendor Contact Information] 

[Vendor Contact Information] 

[Organization Name] Request for Proposal #
Dear [Vendor Contact]: 

I thank you for your time, effort and interest in [Organization Name]. As you are aware, we are all excited about the value that [Project title] project will bring to [Organization Name]
I am pleased to announce that after careful review [Vendor Name] response to RFP # [RFP #] provides the best apparent value to our organization and the [Project Title] project. 
Defined within the terms and conditions of RFP # [RFP #] there is a required protest period of [#] business days after the official closing date stated in [RFP #].  The closing date is stated in section [Section #].  The official closing date as stated in section [Section #] is [Closing date and time].  Provided there are no responses in the form of a protest, I will be contacting you in order to execute a formal contractual agreement.  In the event that any protests are received, I will contact you to inform you of the review status of the protest as well as the outcome of those reviews. 

I look forward to the value you propose to bring to [Organization name].
Sincerely, 

[Signature]
[Name and title] 
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