Oral Interview Letter – Version One

(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 to the State RFP (RFP #)Z1 evaluation team at the (Location and Address), This RFP is for (Description of Service).  The following agenda and presentation guidelines shall guide your presentation content:

1. Each bidder is asked to adhere to an identical presentation agenda. The agenda is shown below with the description of the topics that must be covered during the presentation. 

a. Formal Interview Date and Time

Date:  (Date)
Time:  (Time) – (Time)
b. Presentation Agenda

(#) minutes 
Introductions and Guidelines

(#) minutes
Vendor Opening Presentation

(#) hours 
Question and Answer Period

(#) minutes
Vendor Closing Remarks

c. The company may begin their presentation set-up (#) minutes before the scheduled presentation start time.  Please let us know in advance of your requirements for this session.

2. Dress for the presentations will be business casual.

3. Casual interactions and/or informal discussions with State employees before, during, or after the presentations will be prohibited.  The oral presentation evaluation process, as well as the Questions and Answers will be managed in a formal manner.

4. State employees are not allowed to accept gifts, gratuities, or trinkets from bidders.

You will be expected to introduce your Account Executive assigned to the State and they will be expected to assist in delivering the presentation.  We also expect all key members of the project team be present during the interview session and participate as needed.  Due to space limitations, we ask that no more than (#) attendees from your company attend.

The State requires that you respond via fax or email, by (Date and Time) to confirm that you will be able to deliver this presentation in (Location) on (Date and Time).

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

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