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RFQ Transmittal Letter; Form 7555-02


The transmittal letter to the consultant is to be provided on Campus letterhead. This sample letter is provided for your adaptation and use.
 

(insert date)	

(insert recipient name)
(insert recipient address)

Subject:	Request for Qualifications
Project No.	(insert project number)
Project Title 	(insert project name)


Dear (insert recipient name),

The State University of New York requests your consideration for the design of the above Project.  Attached for your completion in this matter is the Request for Qualifications (RFQ) with instructions.

The Agreement for the project shall be a (select one) (Lump Sum, Cost Plus Fixed Fee, Term, or Backdrop Term) agreement.

Responses to the RFQ must be received by   (insert name   and   location)   at the campus on or before (insert time)   on (insert date).  Please provide all information requested in the instructions contained within the RFQ.

The designated Campus contact is (insert name, title & address).  A tour of the facility and review of the existing drawings can be arranged by contacting (insert name) at (insert telephone number). (insert statement if walkthrough or site visit is required)


Sincerely,



(insert name)
(insert title)

Enclosures
1. (list enclosures)
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