
<Organization Letterhead>
<Vendor contact name>

<Vendor name>

<Vendor details>
Date
Re: <Company name> system selection request for proposal
Dear <Vendor contact name>
Thankyou for your input to date in assisting <Organization name> with the selection of a new system.
We are writing to request a formal proposal for the supply of the <system name> system. To assist in our evaluation procedures we have attached an outline of our required format for your response as well as the request for proposal. Please use this, along with any documentation and information already supplied to you to structure your proposal.
<XYZ> will be responsible for coordinating and receiving responses on our behalf. They can be contacted on <work telephone number> or at <work email> should you have any queries with respect to this process. Written responses to queries received will be forwarded to all proposers.

Please do not attempt to contact any of our other staff or Directors during this proposal process. 
Receipt of your formal response to our request for proposal is required by the close of business <date>. The response should include a signed cover letter and <x> printed copies of your proposal. We do not accept proposals via fax or email. Please send your proposal for the attention of <XYZ> at < Organization name and address>.
<Alternately, email responses can be requested, as long as the vendor confirms they are bound by the proposal>

You may withdraw your proposal at any time by written notice prior to <Organization name> communicating the successful vendor. Thereafter, all proposals will be taken to constitute firm offers, subject to negotiation and the execution of final contracts. We require that these proposals remain open and may be revoked, withdrawn, or modified for a period of three (3) months after the date of submission.

<Organization name> may terminate this selection process at any time and for any reason, or for no reason, and makes no commitments, express or implied that this process will result in a business transaction with anyone. The costs of responding t this proposal shall be born entirely by the vendor.
Thankyou for your input and efforts to date. We look forward to receiving your response.

Regards

