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	Letter - Unsuccessful – Reason: late or did not meet  the preconditions

	
	

	
	


[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 your tender for the above opportunity has not been accepted. This is because your tender [didn’t arrive on time] and/or [didn’t meet all of the specified preconditions].

<insert if the tender did not meet all of the preconditions>
Once the tender process has been completed, I’ll write to you with a short debrief explaining how your tender was assessed against the preconditions. You might find it useful when preparing future tenders for government contracts.

Once we award the contract, we’ll post the successful supplier’s name on the Government Electronic Tenders Service (GETS). 

I’d like to thank you for your interest and for the time and effort you put into  preparing and submitting your tender. If you’d like to discuss any aspect of the evaluation, please wait until you receive our debrief letter.

Yours sincerely
[name of sender]
[title of sender] 
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