[Insert School logo or masthead]

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

[Insert Date]

Re: 	REQUEST FOR TENDERS FOR THE PROVISION OF A CONTRACT FOR [ INSERT THE NAME/TYPE OF THE CONTRACT HERE] AT [INSERT SCHOOL NAME]

Dear [INSERT COMPANY CONTACT NAME],

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] 
	MARKS AWARDED TO WINNING TENDER

	1
	[INSERT CRITERION 1]
	[INSERT MAX MARK]
	[INSERT COMPANY MARKS]
	[INSERT HIGHEST MARK GIVEN IN CRITERION]


	2
	[INSERT CRITERION 2]
	[INSERT MAX MARK]
	[INSERT COMPANY MARKS]
	[INSERT HIGHEST MARK GIVEN IN CRITERION]


	3
	[INSERT CRITERION 3]
	[INSERT MAX MARK]
	[INSERT COMPANY MARKS]
	[INSERT HIGHEST MARK GIVEN IN CRITERION]


	4
	[INSERT CRITERION 4]
	[INSERT MAX MARK]
	[INSERT COMPANY MARKS]
	[INSERT HIGHEST MARK GIVEN IN CRITERION]


	TOTAL
	
	[INSERT TOTAL MARKS]
	[INSERT COMPANY TOTAL]
	


				     
· 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]

· CRITERION 3- [INSERT DETAILED FEEDBACK REGARDING QUALITY OF RESPONSE RECEIVED IN THIS CRITERION]
	
· CRITERION 4   - [INSERT DETAILED FEEDBACK REGARDING QUALITY OF RESPONSE RECEIVED IN THIS CRITERION]

GUIDANCE: - 
FOR TENDERERS WHO HAVE SUBMITTED AN ADMISSIBLE TENDER THE REASONS FOR REJECTION MUST INCLUDE:
 - CHARACTERISTICS AND RELATIVE ADVANTAGES OF TENDER SELECTED;
- NAME OF SUCCESSFUL TENDERER OR PARTIES TO FRAMEWORK AGREEMENT;
- STATEMENT WHY WORKS, SUPPLIES OR SERVICES DO NOT MEET PERFORMANCE OR FUNCTIONAL REQUIREMENTS. 

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 14 DAYS AFTER DATE NOTIFICATION HAS BEEN ISSUED IF CONTRACT VALUE IS OVER 25K, OTHERWISE A DATE THAT IS PRACTICABLE].

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, 

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



