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DISCUSSIONS FOR CLARIFICATION
[Date]

[Contact Name]

[Company Name]

[Address]

[City, State Postal Code]
RE: [Issuing Office] RFP/RFQ #XXXXXXXX
Dear Mr./Ms. [Contact]:

The [Issuing Office] is performing its preliminary evaluation of proposals received in response to the [Issuing Office’s] request for proposal issued on [date].  So that the Department may complete the preliminary evaluation, we have determined a need for clarification of your proposal.  This will ensure thorough mutual understanding and Offeror responsiveness to the solicitation requirements.  Enclosed is a list of items to be addressed.

Please provide us your willing response no later than [date].  Thank you for your assistance.

Sincerely,
[Issuing Officer’s name]
Issuing Officer
Enclosure:

List
LIST OF ITEMS FOR OFFERORS
[The following sample items are illustrative only]
1.
The technical portion of the proposal shows 150 systems analyst hours devoted to analysis of the present system but your cost proposal shows 120 hours.  Which is correct?
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