The RFP Letter of Intent

The request for proposal (RFP) letter of intent tells the company issuing the RFP that you are interested not only in submitting a proposal in response, but also in receiving all RFP updates and modifications. 
The RFP letter of intent is presented on the next page.
It is highly recommended to read the recommendations below in order to properly and successfully use the letter of intent.
1. Use a formal letterhead and do not handwrite the letter of intent.


2. First, indicate your interest in the RFP you received, and acknowledge the deadline for the proposal you will submit. 
3. Next, remind the RFP issuer that you are, at the same time, interested in being kept informed about any modification related to this project, i.e. the RFP document itself. 
4. Finally, close the letter formally with "sincerely" or a similar polite expression. Sign your name and title. Be sure to provide the correct, complete contact and reference information for future correspondence.

5. Do not forget to send the letter of intent via certified mail.


6. Since things sometimes get a little more complicated than usual, remember to consult a lawyer for further information before doing anything.

[Location], [Date]

[Name and title of the person responsible for handling proposals]

[Complete address]

Letter of Intent

Request for Proposal for [Project title]

RFP#[RFP identification number]

Dear [Contact name]: 

I would like to indicate our interest in the above Request for Proposal (RFP) and to be notified for any updates and amendments to the RFP.

Sincerely, 

[Signature]

[Contact name]

[Complete address of the prospective provider]

[Phone and fax]

[Email address, an alias or distribution list dedicated to the RFP process]

