[bookmark: _GoBack]Dear Prospective Vendor,

Attached is a statement of work for you to review and to provide responses on whether your prospective companies would like to provide the services mentioned within the statement of work.

Please send responses to [email address] by COB [date, preferably 2-4 weeks out]. Any questions related to this statement of work can also be addressed to [email address] by COB [date].

All responses should include:
1. A written narrative addressing the understanding and approach to address the project scope, deliverables, schedule and timeline.
1. Résumés from associates (you can send multiple résumés)
1. List of hourly costs per person submitted.
1. Signed Form-CP-050 (attached)

Please note:
If your company is chosen to perform the services and the statement of work requires revision after the state receives your company’s response, the statement of work will be revised to accurately reflect the agreed-to terms and will require signature to document the revision.

Thank you,
[name of Sender]



résumés
