[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, Handheld 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

SUBJECT TO CONTRACT / CONTRACT DENIED

Dear [insert Tenderer’s representative’s name],
[bookmark: _Hlk207629947]I refer to your company’s tender submitted on [insert tender submission date] in respect of the above mentioned competition for our school and I am pleased to inform you that your tender has been identified by [insert school’s legal name], subject to the provision of the documents and details required below, as the most economically advantageous.
I wish to take this opportunity to remind you that in line with the terms of the SRFT:
a) evidence of insurance policies which meet the insurance requirements set out in the SRFT; 
b) to supply its Tax clearance certificate or its Tax Clearance Access Number and Tax Reference Number to facilitate online verification of your tax status by the school.
And to complete the draft contract we would be obliged, if you can provide the following details:
· Name of the successful tenderer’s day to day contact;
· Name of the successful tenderer’s contact who will be signing the contract.
· Name of the successful tenderer’s contact in the event of any dispute.
Please note that no commitment of any kind, contractual or otherwise will exist unless and until a formal written contract has been executed for and on behalf of the school. The provisional identification of your tender as the most economically advantageous does not and will not give rise to any enforceable rights. The school may cancel this public procurement competition at any time prior to a formal written contract being executed for and on its behalf. 
[bookmark: _Hlk207630109]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 during this time not enter into a contract with any party.
If the school does not receive the documents and details above within 5 days starting the day after the date of issue of this letter, we reserve the right to exclude your tender from further consideration and proceed to the next highest ranked tenderer. 

Yours sincerely,

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

