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[Today’s Date]

[Input Agency Name]
[Input: Attention To: Buyer Name] 
[Input Agency Address]

[Input Re: Solicitation Number + Solicitation Name] 

[Dear: Input Buyer Name or Agency Name}
[A few sentences about the company, as an example, date when you came into business, size of organization, certifications your business has attained, size of team, successful projects you’ve done in the past]
[A few sentences about the team, as an example, background on team or team members, i.e. types of experience, years of experience]
[A few sentences about past experiences that relate to this solicitation or are transferrable to this solicitation, as an example how your organization has provided this good/service to others successfully, how you have satisfied customers in this area the agency is requesting]
[A close to your cover letter, as an example a few sentences thanking for the opportunity to respond and communicate, an

[Your Name]
[Title]
[Address]




[Table Of Contents Page]
This is a sample table of contents– the agency you are responding to may have a different list of items they require & specific order or checklist of items they want you to include as a part of your bid response.  Please read through the agencies instructions that are included in their advertisement to ensure you follow their instructions.  
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[Cost Form/Pricing Sheet]
This is a sample pricing sheet; the agency may have provided one for you to fill out as part of their requirements.  Please completely read through the bid instructions the agency provided to ensure that you follow their required forms  

	Item
	Description
	Quantity 
	Unit Cost
	Total Cost 

	[Name of item]
	[Description of product/service]
	[number, unit of measure]
	[price per unit of measure]
	[total cost of amount service/supply]

	Example: Landscaping
	Example: Weeding, mowing, mulch
	Example: 1500 square feet 
	Example: $4.00 per foot
	Example: $6,000

	Example: Promotional items
	Example: ball point pens with agency logo
	Example: 20,000 pens
	Example: $1.20 per pen
	Example: $24,000

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	Total Bid 
	[Total cost of all items priced]












[References Page]
This is a sample reference page; the agency may have provided one for you to fill out as part of their requirements.  Please completely read through the bid instructions the agency provided to ensure that you follow their required forms.  

Reference #1
	Entity Name
	[Input name of company/agency]

	Scope of Work
	[Input brief description of project/service/supply provided to entity]

	Entity Address
	[Input address]

	City, State, Zip
	[Input City, State, Zip]

	Point of Contact
	[Input reference first name, last name]

	Phone Number
	[Input reference phone number]

	Email
	[Input reference email address]



Reference #2
	Entity Name
	[Input name of company/agency]

	Scope of Work
	[Input brief description of project/service/supply provided to entity]

	Entity Address
	[Input address]

	City, State, Zip
	[Input City, State, Zip]

	Point of Contact
	[Input reference first name, last name]

	Phone Number
	[Input reference phone number]

	Email
	[Input reference email address]



Reference #3
	Entity Name
	[Input name of company/agency]

	Scope of Work
	[Input brief description of project/service/supply provided to entity]

	Entity Address
	[Input address]

	City, State, Zip
	[Input City, State, Zip]

	Point of Contact
	[Input reference first name, last name]

	Phone Number
	[Input reference phone number]

	Email
	[Input reference email address]





Required Signed Forms:  Addendum Acknowledgment
This is a sample addendum acknowledgement form; the agency may have provided one for you to fill out and sign as part of their requirements.  Please completely read through the bid instructions the agency provided to ensure that you follow their required forms  
(Sample below of what an addendum acknowledgement form might look like) 

ADDENDUM ACKNOWLEDGEMENT Painting of New School Gym Bid Submission Check List: Confirm by placing a check mark in the space provided that as the Bidder the information listed below has been reviewed and complied with in the submission of a response to this Bid. 

(A) _____ Addenda acknowledgement. 
(B) _____ Bid document has been signed by authorized Bidder official. 
(C) _____ Bid package has been properly labeled per the instructions. 
(D) _____ Bid Response Package Forms 


The signature below certifies the Bid response complies with the requirements of this IFB and that the above items A through C have been verified as complete. 

Authorized Signature ______________________________________
























Required Signed Forms:  W9
This is a sample W9 form, the agency may have provided one for you to fill out and sign as part of their requirements.  Please completely read through the bid instructions the agency provided to ensure that you follow their required forms  
(Sample below of what your W9 might look like)[image: Graphical user interface, application  Description automatically generated]
















Appendices: Small Business Certification Copy








Appendices: Copy of Small Business Enterprise Certificate
The is a sample documentation below and may not be what the agency requires. Please completely read through the bid instructions the agency provided to ensure that you follow their required forms/documents.   
(Sample of what a small business certificate may look like)


[image: Graphical user interface, application, PowerPoint

Description automatically generated]






Appendices: Copy of Bid Bond
The is a sample documentation below and may not be what the agency requires. Please completely read through the bid instructions the agency provided to ensure that you follow their required forms/documents.   
(Sample of what a bid bond may look like)

[image: A picture containing text

Description automatically generated]






Appendices: Copy of Insurance
The is a sample documentation below and may not be what the agency requires. Please completely read through the bid instructions the agency provided to ensure that you follow their required forms/documents.   
(Sample of what a evidence of insurance requested may look like)
[image: ]
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Small Business Enterprise Certificate

‘THIS ACKNOWLEDGES THAT

ABC Colorful Painting Co

15 A CERTIFIED SMALL BUSINESS IN THE CITY OF GOTHAM





image3.png
4567 Main Street
City, State 98052
(718) 555-0100

bidbond@example.com

Bid Bond

—— ——
Contractor — ABC Colorful Painting Company
Contractor Address:
Contractor Telephone:
Surety
Surety Address
Surety Phone
Hereinafter called the “Surety, who principal address and telephone is as state above, a
surety insurer and existing in the laws of the state of and authorized to do business
in the state of

Are held and firmly bound unto City of Metropolis in the SUM of $.

THE CONDITION OF THIS BOND is that
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FIRST CLASS BUSINESS
INSURANCE &%

INSURED: NAME & ADDRESS

ABC COLORFUL PAINTING COMPANY
444 CLOVER DRIVE
GOTHAM CITY, NEW YORK

Adkdionsl insureds % requred by contract
1. The Corparation of e Ciy of Niagara Fall:

2. omer.

Policy Dates
Type of insurance Company & Policy # Limits of LiabilitylAmounts.
Effeciive | Expiry

Section 1 - Primary oy inhey & Froperty Damage
Commercia Geneal — e
Lishbey (Occumence Basis)
Section 2 oy ey & Fropery Damage
Automole Labaty

L
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