	
	
[Insert Customer Name] 
[Insert Customer address] 



[Insert Contact Name]
[Insert Supplier Name]
[Insert Supplier Address]

[Insert Date]


Dear [Insert Contact Name]
[Insert Contract Title]
Thank you for submitting your Tender for the above mentioned procurement. 
We regret to inform you that your company was unsuccessful on this occasion, as shown within the table below:
	
	Your Company
	Successful Company

	Question 1
	[Insert Company Score]
	[Insert Successful Bidder Score]

	Question 2
	[Insert Company Score]
	[Insert Successful Bidder Score]

	Question 3
	[Insert Company Score]
	[Insert Successful Bidder Score]

	Question 4
	[Insert Company Score]
	[Insert Successful Bidder Score]

	Question 5
	[Insert Company Score]
	[Insert Successful Bidder Score]

	Question 6
	[Insert Company Score]
	[Insert Successful Bidder Score]

	Total
	[Insert Company Score]
	[Insert Successful Bidder Score]



For your information, please also find attached a Debrief Report which sets out the scores achieved by your company during the evaluation. 
I would like to thank you for your involvement in this procurement, and I hope that you will continue to participate in future procurements.
Yours sincerely
[Insert your name/details] 





	Annex A

	Score
	Rationale

	Q1 Question (%)

	
	

	Q2 Question (%)

	
	

	Q3 Question (%)

	
	

	Q4 Question (%)
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[Insert Date

]

 

 

 

Dear 

[Insert Contact Name]

 

[Insert Contract 

Title]

 

Thank you for submitting your Tender for 

the above mentioned procurement. 

 

We regret to inform you that your 

company 

wa

s unsuccessful on this occasion, as shown within the 

table below:

 

 

Your Company

 

Successful 

Company

 

Question 1

 

[Insert Company 

Score]

 

[Insert Successful Bidder Score]

 

Question 2

 

[Insert Company Score]

 

[Insert Successful Bidder Score]

 

Question 3

 

[Insert Company Score]

 

[Insert Successful Bidder Score]

 

Question 4

 

[Insert Company Score]

 

[Insert Successful Bidder Score]

 

Question 5

 

[Insert Company Score]

 

[Insert Successful Bidder Score]

 

Question 6

 

[Insert Company Score]

 

[Insert Successful Bidder Score]

 

Total

 

[Insert Company Score]

 

[Insert Successful Bidder Score]

 

 

For your information, please also find attached 

a Debrief Report

 

which sets out the scores achieved by 

your company during the evaluation. 

 

I would like to thank you for your involvement in this procurement, and I hope that you will continue to 

participate in future 

procurements.

 

Yours si

ncerely

 

[Insert 

your name/details
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