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Transmittal Letter

Date

From:

Name, Company
Address

To:

Name, Company
Address

Re: [Subject Line]

Dear [Name],

[A brief overview of the proposal and the company’s background and expertise.]

Sincerely,
[Name and Title]



Company Background
and General Information

Confract History




Proposed Priority Procurement Areas




Proposed Approach




Proposed Team

Name

Role

Areas of Focus

References

Name

Company

Location

Phone

Email

Name

Company

Location

Phone

Email

Name

Company

Location

Phone

Email




Our Clients

>> State

>> Local and Federal




Proposed Timeline

Tasks and Activities

Tasks and Activities

Tasks and Activities

Tasks and Activities

Tasks and Activities




Proposed Cost Breakdown

Deliverable Description

Proposed
Deliverable
Submission Date

Proposed
Deliverable
Invoice Date

Invoice Price

Total

Other Relevant Information




Appendix A: Proposed Staff Resumes

[Name and Title]

[Duties and Responsibilities]
[Industry and Related Experience]
[Notable Accomplishments]
[Education]

[Name and Title]

[Duties and Responsibilities]
[Industry and Related Experience]
[Notable Accomplishments]
[Education]

[Name and Title]

[Duties and Responsibilities]
[Industry and Related Experience]
[Notable Accomplishments]
[Education]
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