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Exercise Narrative:

A Cover Letter is an important component to a submission. It compliments the Executive 

Summary by reinforcing your key messages to the Client. It also serves to fulfill mandatory 

requirements to acknowledge addendum issued during the proposal process.  

Acknowledgement of addenda (i.e.: more than one addendum) issued assures the Client your 

l i li t ith th l t t i f ti d b d t l l d L k fproposal is compliant with the latest information and can be adequately analyzed. Lack of 

compliance to this request by your team can cause your submission to be deemed non-

responsive and could lead up to disqualification. Your response to a Request for Proposal 

should always include a Cover Letter.
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Exercise Process:

Based on the information given in this handout, create a Cover Letter for your proposal. 

Insert the Cover Letter in Section 2 of the Phase II proposal book in front of the 

Executive Summary and include the following:

 Limit to two (2) pages

 Acknowledge addendum received (ie: Our team acknowledges receipt of Addenda 1, 2, 

and 3.)

 Reinforce key messages

 Include company logo

 Sign the letter
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O Add

Your Logo

Owner Address

P j t NProject Name

Key Message

Acknowledge

Team Address

Addenda

Signatureg


