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Sample Request for Proposals Cover Letter
(Date)

Addressee

(To be sent to five (5) or more local/regional firms.)

Dear _________________________:

Attached is a copy of the city's (county’s) Request For Proposals for necessary planning services under its grant contract with TDA – Office of TxCDBG Rural  Affairs to carry out its grant contract activities and generate appropriate reports and mapping for the City (County) of ____________________.

The deadline for submission of planning services is (DATE - AT LEAST TEN DAYS AFTER THEIR RECEIPT OF LETTER OR TEN DAYS AFTER APPEARANCE OF ADVERTISEMENT IN WIDELY CIRCULATED NEWSPAPER) _________________.  The City (County) of _______________________ reserves the right to negotiate with any and all persons or firms submitting proposals, per the Texas Professional Services Procurement Act and the Uniform Grant and Contract Management Standards Act.

The City (County) of _________________________ is an Affirmative Action/Equal Opportunity Employer.

Sincerely,

Mayor or County Judge, if applicable)

09/01/2016

