RESTRICTED - COMMERCIAL


[Institution Name & Address]
[date]
CIRCULAR ADVICE NOTE (CAN) COVERING LETTER – ITT STAGE
Note to Procurement Officer: the CAN is used to answer questions tenderers may have in relation to clarifying the contents of the ITT.  This also contributes towards improving the quality of the returned bids without assisting or guiding tenderers.  The CAN should be issued at the same time to all organisations that have requested or been sent a tender (to demonstrate adherence to EC Treaty Ptrinciples of transparency and equal treatment). Ensure the all questions and answers are anonymised and remain confidential.  Issue of the CAN should be timed to give a reasonable time after tender issue but prior to the tender return date to allow tenderers to take account of the answers provided in bid preparation.  

The CAN response should be issued through the eTS (where such a system is available), as it forms part of the audit trail.  
The Procurement Officer should refer any questions relating to ePS to their local ePS nominated person/team or contact APUC’s Supplier eEnablement Manager on 0131 442 8930. 
Text in italics is to be inserted

Delete this box prior to issue

Dear Tenderer, 

RE: THE INVITATION TO TENDER FOR:  [insert]
REFERENCE: [insert]
CIRCULAR ADVICE NOTE 

Please find attached a Circular Advice Note which provides answers to queries raised by tenderers in respect of the above tender.  

I would like to take this opportunity to remind you that the date set for the receipt
of tenders is [insert date and time].
Yours sincerely,

[Name]

Procurement Officer
for [Institution]
CIRCULAR ADVICE NOTE

Text in italics to be inserted
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INVITATION TO TENDER FOR: [insert]

REFERENCE: [insert]

CIRCULAR ADVICE NOTE

Responses to Questions raised by Tenderers: (expand table as necessary)
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