	[Insert Contracting Authority Logo and Address]
	



[Insert Contact Name]
[Insert Company Name]
[Insert Company Address]
[Insert Company Address]
[Insert Company Address]
[Insert Company Address]

[Insert Date]

Dear [Insert Name]

RMxxxx – Lxxxx: [Insert Contract Title]

Further to your submission of a Tender for the above Procurement, on behalf of [enter name of Contracting Authority] (the Authority), I am writing to advise that the procurement is now complete.

I am pleased to inform you that your company ranked first in our evaluation and therefore we would like to award the contract to you.

This letter sets out the services and the terms on which you agree to provide them to the Authority.

A copy of the Terms and Conditions of this Contract can be found in Appendix A of this letter.

Contract


Service Description 


Contract Value


Contract Commencement Date


Expiry Date


Point of Contact


[bookmark: _GoBack]Please print and sign two (2) copies of the attached contract and send an electronic copy to [Insert email address of the Contracting Authority] and a copy to the Authority address below by close of play [Insert Date].

[Insert Contracting authority Address]

Yours sincerely




[Insert Name] 
[Insert name of Contracting Authority]
Tel: [Insert phone number]
E-mail: [Insert email address]


