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[Insert Contact Name]
[Insert Company Name]
[Insert Company Address]
[Insert Company Address]
[Insert Company Address]
[Insert Company Address]

[Insert Date]

Dear [Insert Name]

RMxxxx – Lxxxx: [Insert Contract Title]

Further to your submission of a Tender for the above Procurement, on behalf of [insert name of contracting department] (the Authority), I am writing to advise that the procurement is now complete.

Unfortunately your company was unsuccessful; the winning supplier on this occasion was [INSERT NAME] with a total score of [INSERT SCORE]. Your score was INSERT SCORE] and your Tender was ranked Xth out of X Tenders received.

The attached appendix provides detailed feedback on your submitted proposal.

I hope this does not deter you from applying for opportunities with us in the future.


Yours sincerely




[Insert Name]
[Insert name of Contracting Authority]
Tel: [Insert phone number]
E-mail: [Insert email address]
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