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Development Tool: RFP proposal rejection letter
 
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: [Programme Name] Request for Proposals

We would like to thank you for your interest in partnering with [your organisation] and for your submission to our Request for Proposals for [programme name].  

Unfortunately, we regret to inform you that your agency was not successful in being shortlisted to participate in the next stage of the process. On this occasion, we were looking for an agency with more experience in [specific details such as digital campaigns, social media, food and beverage campaigns]. It was also highlighted in our assessment that your proposal submission [insert details – e.g., was missing some of the required information, exceeded our allocated budget, did not align with our project goals]. 

However, we will keep your information on file so we may contact you should another partnership opportunity arise.  

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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