The Contract Award Letter

The contract award letter is sent to the provider which solution, for the best value, fully satisfies or the best addresses the requirements defined in the request for proposal (RFP).
The contract award letter is presented on the next page.
It is highly recommended to read the recommendations below in order to properly and successfully use the contract award letter.
1. Use a formal letterhead and do not handwrite a contract award letter.


2. First, thank the person who submitted the proposal for the time, effort, and interest in the project related to the issued RFP. 


3. Next, notify the provider that the submitted proposal is the best apparent solution to the project for which the RFP was issued. The award is not officially 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. Therefore, do not sign any contract with the selected provider until the deadline to receive protests expires and all protests are settled.


4. Finally, close the letter formally with "sincerely" or a similar polite expression. Sign your name and title.

5. Do not forget to send the contract award letter 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]

[Contact name]

[Address of the company
that submitted the proposal
in response to the RFP]

Request for Proposal #[RFP identification number]

Dear [Contact name]: 

I thank you for your time, effort and interest in our [Project title] project.

Furthermore, I am pleased to announce that your proposal is the best apparent successful solution relative to our project.

Upon termination of the required protest period of [X] (X) business days after the closing date of [Closing date and time], I will be contacting you in order to execute a formal Professional Service Agreement (PSA).

Sincerely, 

[Signature]

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

[Address]

