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	Letter – Receipt of Tenders

	
	

	
	


[On letterhead or letter sent by e-mail]

[supplier’s name]
[PO Box or street address]

[town/city]
[postcode]
[country – if required]
Attention: [contact person noted in tender]
[date]

Dear [name]

[Insert short title of RFx]
I’m writing to let you know that we’ve received your tender in relation to the above opportunity – thank you for your interest. 
We’re now collating and checking all the responses and will soon be starting the tender evaluation process. We’ll be in touch to update you on progress by [date]. 
Yours sincerely
[name of sender]

[title of sender] 
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