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 Development Tool: RFP award letter template
 
Your Organization
[Address line 1] 
[Address line 2] 
[Address line 3] 
[Telephone Number] 
[Date] 
[Recipient Name] 
[Address line 1] 
[Address line 2] 
[Address line 3] 
 

Dear [Recipient Name] 
Re: [Project Name] Request for Proposals and Creative Pitch Presentation 

We would like to thank you for your interest in partnering with [your organisation], your submission to our Request for Proposals, and for the time and energy dedicated to your Creative Pitch Presentation.   

We are delighted to inform you that through a very competitive process, your agency has been selected to be our agency partner for [programme name]. Congratulations. We are very much looking forward to this partnership.  

Attached you will find some top-line feedback on your presentation. More complete feedback and next steps will be shared at the kick-off meeting. At this meeting we will also provide you with a complete copy of your agency scope of work and deliverables as well as feedback on your staffing plan and budget proposals so we can finalise and move to contracting swiftly.  

We would therefore like to invite you and your team to a kick-off meeting on [date, time] at [location]. We request that the team who attends are the day-to-day team who will be working on the project. Please confirm attendance, and attendees by [date, time]. 

Yours Sincerely, 
 
 
 [Your Name, Title] 


This tool is part of the ‘Campaign in a Box’ toolkit developed by the Southern African Development Community (SADC), Global Alliance for Improved Nutrition (GAIN), and the United Nations Children’s Fund (UNICEF) to support and guide SADC Member States in implementing IYCF-focused SBCC campaigns.
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