RESTRICTED - COMMERCIAL


[Institution Name & Address]
[date]
AWARD LETTER - NON STANDSTILL PERIOD 
Text in italics to be inserted/deleted if not applicable 
Delete this box prior to issue

Dear, [or name of nominated lead organisation if tenderer is a consortium]
RE: [CONTRACT FRAMEWORK AGREEMENT] FOR: [insert]

REFERENCE: [insert]
1.
On behalf of [Institution] I accept your tender dated [insert date], as varied by the documents listed at points [insert the date of any clarification and PTN etc correspondence if applicable] inclusive below [OR if a Framework Agreement: and confirm your appointment to the Framework Agreement in respect of the [service(s)] detailed below:

          e.g.


Work Stream/Lot: 

 
Grade of staff:  


Geographical areas covered etc:


Other relevant details 


There is no guarantee as to the volume of business, if any at all, that you may receive by virtue of inclusion on the Framework]  

1. The following documents shall be deemed to form and to be read and to be construed as part of the [Contract/Framework Agreement]:
1.1
[Institution]’s Invitation to Tender dated [insert date]:

[list all relevant schedules and clarification/negotiation documentation that will form the Contract/Framework Agreement]; 

3.
The [Contract/Framework Agreement]] will commence on [insert date] for a period of [insert] years [with a XX year option to extend].  [In order for you to adequately prepare for the Commencement Date, the Lead-In Period will take place between [insert date] and [insert date]];  

4.
The nominated [Institution] contact for this [Contract/Framework Agreement] is [insert name of Procurement Officer + contact details]; 

4.
Please sign the enclosed copy of this letter [and arrange for an authorised officer of each of the consortium members to also sign the latter (where indicated below)] within 10 working days. Signature by you [and all the consortium members] will act as an acknowledgment of receipt of this [Contract/Framework Agreement] award letter and acknowledgement that the [Contract/Framework Agreement] has been entered into as set out in this letter.  
Yours sincerely, 

[Name]
[Title according to Institution’s own controls relating to contract award]
for [Institution]
USE EITHER:

I acknowledge receipt of the [Contract/Framework Agreement] Award Letter dated [insert date] from [Institution] and acknowledge that the [Contract/Framework Agreement] has been entered into as set out in this letter:

Signed for on behalf of [insert name of Contractor];

	Signature:                                            Position: 

         

	Name:                                                          Date: 

 


OR in respect of a consortium:

[Procurement Officer to list all consortium members individually as indicated in the example below]

* consortium member to insert name of authorised officer
I,  *                                           , a duly authorised officer for and on behalf of [Procurement Officer to insert name of a consortium member], acknowledge receipt of this award letter from [Institution] dated [insert date] and acknowledge that the [Contract/Framework Agreement] has been entered into as set out in this letter:

Signed:

Position/designation:



Date:

---------------------------------------------------------------------------------------------------------------

I,  *                                           , a duly authorised officer for and on behalf of [Procurement Officer to insert name of a consortium member], acknowledge receipt of this award letter from [Institution] dated [insert date] and acknowledge that the [Contract/Framework Agreement] has been entered into as set out in this letter:

Signed:

Position/designation:



Date:

---------------------------------------------------------------------------------------------------------------
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