(Print on Letterhead)
PS__
(Insert Company name & address)
Subject:  RFO 8-
An information copy of the subject RFO is furnished per your request.  This requirement was synopsized in accordance with FAR 5.201 and is to be awarded on a sole source basis to (insert company name).
The interest you have shown is appreciated and solicitations will be made to your firm on future requirements of a similar nature.

(Insert Contracting Officer's name)
Contracting Officer

Enclosure

