
RFP RESPONSE COVER LETTERS

The introduction of an RFP response involves a cover letter and an executive summaryâ€”these sections offer golden
opportunities to develop.

Reveals key benefits they will experience while working with you. The Close In the closing paragraph, be sure
to provide complete information for the point-of-contact person, including name, title, address, telephone
number, fax number and email address. By the time the issuer reaches the last sentence, they should feel
confident about spending their time reading the rest of your RFP responses. From there, your team will be in a
great position to close the deal! Explains how your solution benefits the market as a whole. We hope this
breakdown of the differences between the RFP cover letter and the RFP executive summary helps you create a
more compelling intro. Tell the reader whether the proposal includes any attachments, and if it does, briefly
highlight the contents, and finish the introduction by specifying the time frame that the price quote is valid.
Includes optional images that support the content. They should. The RFP cover letter is not: An excuse to
jump into a salesy spiel about your product or service. This experience led us on a mission to create RFPIO,
which is now the leading solution in response managementâ€”helping companies streamline their proposal
efforts, provide high-quality responses, and create additional revenue opportunities. We are grateful for this
opportunity with [Company]. For positioning on your RFP response, this section should come right after your
cover letter. Then, expand on each bullet point in the remaining paragraphs. Thank you for subscribing. RFP
responders commonly use cover letters and executive summaries interchangeably, when they are, in fact, two
different sections. The same is true when responding to request for proposal RFP opportunities. The time to go
into great detail about your strategy or execution. Focus the remainder of the letter on addressing up to four
key client needs. Here are our five tips for writing the perfect RFP cover letter: 1. Problems present
themselves when the writer neglects to tailor its cover letter response to the requesting organization. Include
specific references to the opportunity for which you are applying. As long as you are honest and sincere,
personalized letters in which you compliment and thank the client often are the most effective. Like a cover
letter, an executive summary should be no more than one page in length. Explain how your team is uniquely
situated to deliver solutions in these specific areas, and provide examples that demonstrate the positive impact
your team can provide. By the time the RFP issuer is finished reading your executive summary, they should
strongly consider the partnership possibilities already before reading the rest of the RFP. And, usually, that
contact person has a role in the evaluation of the response itself, helping choose the winning entity. So should
your RFP cover letters. Conclude the cover letter with a forward-looking call-to-action. More often than not,
the person to whom you addressed the actual bid response is also the person reading said bid response. You
may also offer to provide additional references or point them in the direction of collateral that will help them
in their decision-making. It also makes your response more memorable.


