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	Letter – Preferred Supplier – Short Format

	
	

	
	


[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 pleased to let you know that [you/your company] [have/has] been shortlisted as the preferred supplier for the above opportunity. Congratulations!

We’d like to start the process of negotiation with a view to a contract. That involves meeting up to discuss the details, with the key aims of:
1. Clarifying expectations from both your and our perspectives
2. Identifying any further information that each of us might need
3. Reviewing your tender with a view to agreeing the price

4. Identifying your earliest start date

5. Confirming your bank account details for invoice payments
6. Discussing the next steps.
It’s important to note that neither this letter nor any negotiations creates a legally binding agreement between [you/your company] and [agency]. Legally binding obligations will only be created when we both sign a formal written contract.

I look forward to hearing from you soon to arrange a suitable date and time to meet.

Yours sincerely

[name of sender]
[title of sender] 
1034911
1034911
1034911

