August 19, 1999
MACROBUTTON NoMacro [Click here and type recipient’s address]
Dear Mr. or Ms. Lastname:
A transmittal letter should always fit on page.  Begin a proposal transmittal letter with a brief discussion of the client’s overall issue.  For example:  The Technical Center’s Information Technology Branch (ACT-550) is faced with the unenviable task of supporting the diverse computing needs of close to 2,500 users on a strict budget.  A solution may lie in advances in help-desk automation tools, which hold the promise of greater productivity through the integration of IT support functions.

Hint at the benefits of solving the issue.  For example:  If the Technical Center can outsource its IT support to a firm that can implement an integrated solution, it will realize cost savings and may experience higher customer satisfaction levels than before.  With the 12 July 1999 release of Solicitation DTFA03-99-R-00020, the Technical Center takes a giant step in the right direction.

Then, summarize our proposed solution.  For example:  RGII Technologies, Inc. — a woman-owned, SBA-certified 8(a) firm specializing in IT support (that has partnered with the Technical Center to achieve its testing and validation challenges since 1993) — embraces help-desk automation as a way to tie all IT support functions together.  We use these products as a central repository of vital data for tracking IT assets and analyzing trends to improve network performance, make acquisition decisions, define training requirements, broaden knowledge management, and improve customer support.

Follow our solution with the administrative facts of our submittal.  For example:  In response to Solicitation DTFA03-99-R-00020, RGII submits the enclosed proposal, entitled Tying IT All Together.  It gives you insight into how we manage networking, email, desktop, video conferencing, and applications development activities through a centralized help desk using Quality of Service (QOS) metrics.

As required by the solicitation, Tying IT All Together is organized into two parts (bound separately):

· Part I:  Technical Proposal, which describes our management plan/technical approach for the six task areas and presents a qualifications overview of our proposed Key Personnel.

· Part II:  Cost Proposal, which gives RGII’s Rates, Section K Documents, Section J Business Declaration Form, SBA 8(a) Certification Letter, and our current financial statement.

Close strongly.  For example:  We take no exceptions to any part of the solicitation (nor amendments), look forward to participating in the procurement’s oral presentation phase, and welcome the challenge of implementing an integrated solution to the Technical Center’s IT support requirements.  After your review of the enclosed proposal, we are sure you will be confident in our ability to contribute to the Tech Center’s success.

Sincerely,
Kathryn B. Freeland, MBA

Chairwoman/Chief Executive Officer

