[bookmark: _GoBack]This document is designed to be used on letter-headed paper / template

[Supplier name]
[Supplier address]


Attn:  [insert Supplier contact name]
[Insert Supplier email address]
[bookmark: date][bookmark: Title]Date: [Insert date] 
Procurement ref: [Insert Project Reference]

Dear Sir/Madam,

Award of contract for the supply of [insert Procurement Title] 

Following our recent correspondence, I can now confirm that the standstill period has expired and I am delighted to inform you that your organisation has now been awarded the Contract, subject to signing by both parties. [Delete if Standstill Period not used]
Further to your submission of a Tender for the above project, I am writing to advise that the Procurement is now complete. [Delete if Standstill Period is used]

I am pleased to inform you that your company has been successful and therefore we would like to award the contract to you. [Delete if Standstill Period is used]

Appendix 1 provides feedback on your successful proposal.

The call-off contract shall commence [XX] day of [XX] 20[XX] and the Expiry Date will be [XX] day of [XX] 20[XX]. [The Authority reserves the option to extend the call-off contract by [X] periods of [X] [months/years]. The total contract value shall be £[XX] [including all extension options].

This procurement activity was conducted under the Management Consultancy framework RM3745 [insert lot title] and the framework Terms and Conditions shall apply. A copy of the contract is provided with this Award Letter and includes those framework terms and conditions. 

Please print and sign a copy and forward to the Procurement Lead electronically via the e-Sourcing Suite messaging service – amend if alternative route is used.  They in turn will manage its ratification and return a copy for your records. 

Please ensure that the signed copy of the contract is submitted via [the e-sourcing suite – amend if alternative route is used] by [insert time/day/month/year]. [You are reminded that no engagement with the Contracting Authority is permitted until a copy of the signed contract is received]. [Delete if not required]

Should you have any queries regarding this or any other matter please do not hesitate to contact me.




Yours faithfully,
	
Signed for and on behalf of [insert name of Authority]

	
Name: [insert name] 

[insert job title]
	

	
Signature:

	

	Date:
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Appendix 1
	Number
	Question
	Score (out of 100)
	Evaluator Feedback

	[  ] – [Insert questionnaire title]
	WEIGHTING [XX]%

	[  ] 
	[Insert question]
	[Insert score]
	[Insert feedback]

	[  ] 
	[Insert question]
	[Insert score]
	[Insert feedback]

	[  ] 
	[Insert question]
	[Insert score]
	[Insert feedback]

	Total Questionnaire Weighted Score
	[Insert score]
	Winning Suppliers’ Weighted Score
	[Insert Score]

	[  ] – [Insert questionnaire title] [Delete section if not applicable]
	WEIGHTING [XX]%

	[  ] 
	[Insert question]
	[Insert score]
	[Insert feedback]

	[  ] 
	[Insert question]
	[Insert score]
	[Insert feedback]

	[  ] 
	[Insert question]
	[Insert score]
	[Insert feedback]

	Total Questionnaire Weighted Score
	[Insert score]
	Winning Suppliers’ Weighted Score
	[Insert Score]

	[  ] – [Insert questionnaire title] [Delete section if not applicable]
	WEIGHTING [XX]%

	[  ] 
	[Insert question]
	[Insert score]
	[Insert feedback]

	[  ] 
	[Insert question]
	[Insert score]
	[Insert feedback]

	[  ] 
	[Insert question]
	[Insert score]
	[Insert feedback]

	Total Questionnaire Weighted Score
	[Insert score]
	Winning Suppliers’ Weighted Score
	[Insert Score]

	[  ] – Price
	WEIGHTING [XX]%

	[  ]
	“Please confirm by selecting ‘YES’…”
	[Insert score]
	[Insert price ranking only ie XXth]

	Total Questionnaire Weighted Score
	[Insert score]
	Winning Suppliers’ Weighted Score
	[Insert Score]

	Evaluation Summary

	Overall Bid Score (Weighted)
	[Insert score] 
	Winning Suppliers’ Overall Bid Score
	[Insert Score]

	Overall Ranking 
	[Insert rank]
	Winning Suppliers’ Overall Ranking
	1st 




