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	Letter – Shortlisted Suppliers

	
	

	
	


[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 your tender has been shortlisted for the next stage of evaluation for the above opportunity.



<Option 1>

More information needed

We now need some more information about your tender – specifically [list the information you need].

Please post [number] hard copies of this information to [address], attention [name and title]. or Please e-mail this information to [address] in a format that’s compatible with Microsoft Office.
Note we need to receive the information by [date and time]. If it arrives any later, we may have no choice but to reject your tender.


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

Supplier presentations

We’re also asking each shortlisted supplier to make a [number]-minute presentation to the evaluation panel. It will be followed by a question and answer session, which will last about [number] minutes.
Attached is an outline of what you’ll need to cover in your presentation. We’d also would like the following people to attend: [names of the people you want to do the presentation].

We’ve scheduled these presentations on: 
· [Day], [Date] at [Time]

· [Day], [Date] at [Time] 
· [Day], [Date] at [Time].
If you have a preference for one of these times, please let me know by e-mail at [address]. All the presentations be allocated on a first-come, first-served basis.
We’ll contact you shortly to confirm the details. In the meantime, please feel free to call me if you have any questions.


I look forward to hearing from you. 
Yours sincerely
[name of sender]
[title of sender] 
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