The RFP Protest Letter
The request for proposal (RFP) Protest Letter may be sent by a prospective provider who is aggrieved in connection with the RFP specifications, the solicitation process, or award of the contract and would like to file a protest. The scope of the grounds of the protest is limited to errors related to proper proposal scoring, violation of law or procedures set forth in the RFP, conflict of interest, partiality or discrimination. No protest may be filed if the RFP is cancelled or if all proposals received in response to the RFP are rejected. The RFP protest letter is presented on the next page. It is highly recommended to read the recommendations below in order to properly and successfully use the RFP protest letter.

1. Use a formal letterhead and do not handwrite the protest letter.


2. First, specify the precise action or decision being protested, and describe how you, as a prospective provider, have been or would be affected by or aggrieved with this action or decision.


3. Next, you have to prove that the evaluation, comparison, and selection process is clearly erroneous, arbitrary, or contrary to the process defined in the RFP or even to law. Indeed, as long as the person responsible for evaluating the proposals follows the requirements set forth in the RFP, all proposals are considered fairly and in good faith.

Solely stating that your proposal is better than others is a fruitless claim.
Faulting to give substance to your protest by a preponderance of evidences, your claim will be considered as a mere groundless allegation, and will be thusly dismissed.
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 protest 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]

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

[Complete address]

Protest Letter
Request for Proposal for [Project title]

RFP#[RFP identification number]

Dear [Contact name]: 

On [Date], we have submitted a proposal in accordance to the requirements set forth in the Request for Proposal for your [Project title] project.

On [Date], we received a letter indicating that our proposal was not selected [disqualified or rejected] for the following reasons:
1. [Reason 1]
…

X. [Reason X]

The purpose of this letter, in accordance to the conditions set forth in section [X] of the RFP, is to protest the none-selection [disqualification or rejection] of our proposal by providing evidences that:

1.
[Evidence 1]
[Detail]

…

X.
[Evidence X]
[Detail]

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]

