[Insert school logo or masthead]	Comment by Author: Read the template carefully and insert required information where the text is highlighted in blue. When done remove the highlight and delete the instruction comments before issuing the letter.

[Insert Company Name]
[Insert Address 1]
[Insert Address 2]
[Insert Address 3]
[Insert Address 4]

[Insert intended date of issuing the letters]


RE: Mini-competition Competition for the provision of Mobile Phone Signal Blocking Pouches, Hand Held and Wall mounted unlocking devices which was performed under the Multi-supplier Framework Agreement for the supply of Mobile Phone Signal Blocking Pouches CFT 5876455


Dear [Insert company representative’s name],

I refer to your company’s tender submitted on [insert date when the tender was submitted] in respect of the above mentioned competition.
Your tender was deemed non-compliant with the terms of the Supplementary Request for Tenders (SRFT) dated [insert date when the tender was issued] for the following reason(s):
[INSERT THE FOLLOWING:]
i) REASON FOR FAILURE TO QUALIFY 
ii) THE SPECIFIC SECTION(S) IN THE SRFT BEING RELIED UPON AND
iii) LIST (IF RELEVANT) ANY DOCUMENTS NOT PRODUCED OR INFORMATION NOT
PROVIDED IN COMPLIANCE WITH THE SECTION IN THE SRFT.
I have set out your scores achieved across all award criteria in the table below.
	Award Criteria
	Maximum Marks available
	Marks awarded to successful Tenderer
	Marks awarded to your Tender

	Delivery (including lead time)
	[Insert maximum score available in this criterion]
	[Insert successful Tenderer’s score in this  criterion]
	[Insert this Tenderer’s score in this criterion]

	Quality of the proposed Training/Advice
	[Insert maximum score available in this criterion]
	[Insert successful Tenderer’s score in this  criterion]
	[Insert this Tenderer’s score in this criterion]

	Cost
	[Insert maximum score available in this criterion]
	[Insert successful Tenderer’s score in this  criterion]
	[Insert this Tenderer’s score in this criterion]




I would like to take this opportunity to thank you for responding to the SRFT and wish you success in 
the future.


Signed ______________________________
On behalf of the Board of Management of 
[Insert School Name]

