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] 

Further to your submission of a Tender for the above Procurement, I am writing to advise that the procurement is now complete.

Unfortunately your company was unsuccessful on this occasion. The successful supplier was [Insert name] with a total score of [Insert score]. Your score was [Insert score] and your Tender was ranked [X].

Appendix 1 provides detailed feedback on your submitted proposal.
	
[Standstill Period] [Delete this section if not applicable]

[We will observe a standstill period of at least 10 calendar days. We shall not conclude the Contract award until the expiry of the standstill period which, subject to any substantial challenges being made, is expected to finish at [Insert day, date and time].

[bookmark: _GoBack]Thank you for submitting an offer, we hope this does not deter you from applying for opportunities with us in the future.

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

	Name: [insert name] 
[insert job title]
	

	Signature:

	

	Date:
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Appendix 1
	Number
	Question
	Score (out of 100)
	Evaluators’ 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]

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

	[6.1]
	[Insert question]
	[Insert score]
	[Insert feedback]

	[6.2]
	[Insert question]
	[Insert score]
	[Insert feedback]

	[6.3]
	[Insert question]
	[Insert score]
	[Insert feedback]

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

	7.0 – Price
	WEIGHTING [XX]%

	[7.1]
	“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 




