Date
To General Contractor or Construction Company Name
Subject: RFP Letter Sample for Construction Contractors

Hi, my name is John Witherspoon, Owner and head chef of “Bang! Bang! Shrimp!”, a seafood restaurant in Detroit, MI. We have recently secured a 2,000 sq. ft. commercial space and we are seeking quotes from contractors for a kitchen buildout and white boxing of our company’s brand-new location. I have attached a general Scope of Work for the services we are seeking. I would also like to schedule a tour of our site with someone from your team in hopes of obtaining a more specific scope of work for the design and construction of our new retail home. Please let me your availability over the next few weeks for a site tour. In the meantime, are you able to share a sample proposal for services that includes the following information about your company?
1. Company Bio (with a statement of how and where the company is incorporated)
2. Primary Contact
3. Professional Qualifications and Experience
4. An Estimate of Fees and Expenses for the Services Requested
5. Payment Terms and Schedule
6. Previous Project Work Samples

I look forward to working with you. 

Thank you for your time.

John Witherspoon, Owner and Head Chef
Bang! Bang! Shrimp!
313 Hustle Harder St.
Detroit, MI 48204
jwithersppon@bangbangshrimp.co
313-489-4608
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