[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 Tenderer’s Name] 
[Insert Tenderer’s Address 1]
[Insert Tenderer’s Address 2]
[Insert Tenderer’s Address 3]

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 Tenderer’s representative’s name],

I refer to your company’s tender submitted on [insert tender submission date] in respect of the above-mentioned competition and I regret to inform you that your tender was not successful on this occasion.

The decision reached by [insert school’s legal name] is that the tender received from:

[Insert successful Tenderer’s legal name]
(the preferred Tenderer) is the most economically advantageous tender.

We also advise the school will enter into a voluntary standstill period of 7 days starting the day after the date of issue of this letter and the school will not conclude a contract with preferred Tenderer until the voluntary standstill period expires.
The following table sets out the score obtained by your tender, the score obtained by the successful 
tenderer in respect of each of the award criteria and the characteristics and relative advantages of 
the successful tenderer as compared with your tender:

	Award Criteria
	Maximum Marks available
	Marks awarded to successful Tenderer
	Marks awarded to your Tender
	Characteristics and advantages of the successful tenderer.

	Quality of the proposed Delivery (including lead time)	Comment by Author: If you are not evaluating “Delivery” then delete this row.
	[Insert maximum score available in this criterion]
	[Insert successful Tenderer’s score in this  criterion]
	[Insert this Tenderer’s score in this criterion]
	[Insert Characteristics and advantages of the successful tenderer here]

	Quality of the proposed Training/Advice	Comment by Author: If you are not evaluating “Quality/Training” then delete this row.
	[Insert maximum score available in this criterion]
	[Insert successful Tenderer’s score in this  criterion]
	[Insert this Tenderer’s score in this criterion]
	[Insert Characteristics and advantages of the successful tenderer here]

	Cost
	[Insert maximum score available in this criterion]
	[Insert successful Tenderer’s score in this  criterion]
	[Insert this Tenderer’s score in this criterion]
	[Insert Characteristics and advantages of the successful tenderer here]




Yours sincerely,

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