Oral Interview Letter – Version Two

(Date)
(Company Name)
(Contact Person)
(First Address Line)
(City, State, Zip)
Fax:  (area code) (Fax-Number)
E-Mail:  (E-Mail Address)
Re: RFP (RFP #)Z1
Dear (Contact Name):
Your company is among those selected to deliver an oral presentation onsite or by phone to staff who are evaluating RFP # (RFP #)Z1 for (Description of Service).

Your presentation is scheduled to take place from (Date and Time).  You will be allowed a maximum of (#) minutes to provide responses to the attached questions for the proposed services.   The location for the presentation is the (Location) or by phone.  

Please identify if your presentation choice will be by phone or in person.  If you need to attend by conference call, the numbers are:  (Phone-Number) for outside of Lincoln, (area code) (Phone-Number) if calling from inside Lincoln.

****Note: If you are the first person on the conference call, DO NOT HANG UP unless someone else has called in, or the call will need to be set up again. There is no passcode for this number.  Your company should not call in before your allotted time indicated above.

The State requires that you respond via fax or email by (Date and Time) and provide a list identifying who will be representing your firm at the oral presentation, in person or by phone, as well as confirm that you will be able to deliver this presentation on (Date).  

You must fax or email the questions with corresponding answers no later than close of business day, 5:00 p.m. CT on (Date) to (Buyer Name) as indicated below.

Please direct all communications to:

(Buyer Name), Buyer
(Agency Name)
(Agency Phone#) - Phone

(Agency Fax#) - Fax
(E-Mail)
(RFP #)Z1

Oral Presentation

Interview Questions

