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	Letter – Preferred Supplier – Long 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. This letter sets out the points we’d like to discuss in more detail. 

In general, we’d like to:

1. Clarify expectations – both yours and ours
2. Identify any further information that each of us may need

3. Review your proposal with a view to agreeing a price.



<Option 1>
In particular, we need more information from you in relation to:

1. [point 1]

2. [point 2]

3. [point 3].


<Option 2 – this can be in addition to Option 1>

We’d also like you to review your quoted price after taking into account:

1. [point 1]

2. [point 2]

3. [point 3].


Assuming we can reach agreement on these points, we’d like to:

1. [Know your earliest start date]
2. [Agree a date for a full briefing before starting]
3. [Confirm your bank account details for invoice payments].
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.
Yours sincerely
[name of sender]
[title of sender] 
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