[INSERT SCHOOL LOGO OR MASTHEAD]	Comment by Author: Insert all required information where Red text appears highlighted in yellow background.  Return all text to black with no background highlighting before signing and issuing this letter.

[INSERT COMPANY CONTACT NAME]
[INSERT ADDRESS 1]
[INSERT ADDRESS 2]
[INSERT ADDRESS 3]
[INSERT ADDRESS 4]

[Insert intended Date of issue]

Re: 	Mini-Competition the provision of a contract for the supply of Post Primary Schoolbooks to [INSERT SCHOOL NAME]

Dear [INSERT COMPANY CONTACT NAME]

I am pleased to inform you that, without prejudice, your proposal is considered the preferred option subject to agreement at contract negotiations. I can confirm that, in this regard, the Board of Management will be in touch with you in due course.

In the case of your company’s proposal, marks were awarded thus:
		
	NO
	AWARD CRITERION
	MAX MARK IN CRITERION
	[INSERT COMPANY NAME] 
	HIGHEST MARK AWARDED IN EACH CRITERION

	1
	ORDER, SUPPLY AND DELIVERY PROCEDURE
	200 - 350
	[INSERT COMPANY MARKS]
	[INSERT HIGHEST MARK GIVEN IN CRITERION]

	2
	CUSTOMER SERVICE AND CONTRACT MANAGEMENT
	200 - 350
	[INSERT COMPANY MARKS]
	[INSERT HIGHEST MARK GIVEN IN CRITERION]

	3
	SOCIAL, SUSTAINABILITY & ENVIRONMENTAL FACTORS
	100 - 200
	[INSERT COMPANY MARKS]
	[INSERT HIGHEST MARK GIVEN IN CRITERION]

	4
	COST
	200 - 400	Comment by Author: Adjust Marks in Award Criteria 1 - 4 to mirror those that appear in published tender documents CFT/TRD
	[INSERT COMPANY MARKS]
	[INSERT HIGHEST MARK GIVEN IN CRITERION]



Please note that this letter does not purport to create binding legal relations and no legitimate expectation shall arise therefrom. The contract will not be concluded until after the [INSERT DATE 8 CALENDAR DAYS AFTER DATE NOTIFICATION HAS BEEN ISSUED].

At this stage I would be obliged if you would forward [Insert list of all required documentation such as Tax Clearance Certificate, Insurance Certificates etc., as listed in your CFT/TRD document]


Yours sincerely,


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

