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date

Mr. Proposer B. N. Considered

Best Company

777 Ave.

Nearby, LA 77777

Re:
RFP No.

Dear  Mr. Considered:

As confirmation of our telephone conversation, you are hereby invited to give an oral presentation of your proposal regarding RFP No. _________.  (Sample language if you want presenter to focus specifically:  Primarily, the committee would like your presentation to address the process of getting data moved from the department’s computers to yours and the Division of Labor.  Specific discussion should focus on hardware platforms, portability of data and so forth.)

Your presentation is scheduled at __ pm, ________________. The presentation will take

place at the Office of State Purchasing, Claiborne Bldg., Suite 2-160, 1201 N. Third Street, Baton Rouge, Louisiana.

You will be allotted                (indicate time)          for your presentation, which will also consist of a question and answer period. We ask that the presentation be given by that person(s) designated as most principal to the project. We will also require __ copies of any materials handed out. If you need to use any audio-visual equipment, please make arrangements prior to the presentation.

I must remind you that your oral presentation may not change or contradict your written proposal in any way, and that our schedule will be fairly strict.

Thank you for your time and interest in Louisiana's RFP No. __. We look forward to an interesting and educational presentation.

Sincerely,

State Purchasing Officer

1201 N. Third Street  (  Suite 2-160 (   Post Office Box 94095    (   Baton Rouge, Louisiana 70804-9095  (  (225) 342-8010  (   Fax (225) 342-8688
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