[Insert School logo or masthead]

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

[Insert intended Date of Issue]

Re: 	Call for Tenders for the Provision of a contract for the supply of Primary Schoolbooks to [INSERT SCHOOL NAME]

Dear [INSERT CONTACT NAME FOR REP OF COMPANY],

In relation to the above-mentioned competition, I can confirm that the evaluation process has been concluded and I regret to inform you that your tender proposal has been unsuccessful.  For your information, all valid tenders were assessed against the criteria listed in the tender documents.  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 CRITERION

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


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


	3
	COST
	600
	[INSERT COMPANY MARKS]
	[INSERT HIGHEST MARK GIVEN IN CRITERION]



		

		    
· CRITERION 1- [INSERT DETAILED FEEDBACK REGARDING QUALITY OF RESPONSE RECEIVED IN THIS CRITERION]

· CRITERION 2- [INSERT DETAILED FEEDBACK REGARDING QUALITY OF RESPONSE RECEIVED IN THIS CRITERION]

In overall terms, your tender proposal was ranked in [INSERT FINAL RANKING OF PROPOSAL] place. There were [INSERT NUMBER OF VALID PROPOSALS RECEIVED] valid tender replies to the RFT. [INSERT NAME OF WINNING COMPANY] was ranked in first place. A contract will not be concluded until after the [INSERT DATE 8 DAYS AFTER DATE OF ISSUE ABOVE].

I wish to thank you for your interest in this competition, and for the time and effort taken to submit a tender proposal.

If you have any further queries, please contact the undersigned.

Yours sincerely, 

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



