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NOTIFICATION LETTER TO UNSUCCESSFUL PQQ APPLICANTS

Note to Procurement Officer: written notification must be sent by the quickest means possible i.e. email or fax for the minimum 10 day Standstill Period to commence the following day.  Signed and dated hard copy notification can then be issued by post.  Note that the Standstill Period does not apply to below threshold procurements or where there is only one tenderer under the Negotiated Procedure, and may apply to Part B services.  A minimum of 3 working days must elapse between providing the debriefing and the end of the Standstill Period

Text in italics to be inserted/deleted if not applicable

 Delete box prior to issue

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

This letter is for information purposes [as your Pre Qualification application for the above requirement was not accepted following evaluation of the Pre Qualification Questionnaires (PQQ)]  OR for any successful PQQ applicant(s) who chose not to submit a tender add: given you were successful in passing the PQQ stage but did not submit a tender]. During the evaluation, your PQQ received a score of [insert score] and the scores received by those organisations who were invited to tender were in the range of [insert range of scores of PQQ applicants who were invited to tender].

The tender evaluation stage has now been completed and it is proposed to award [insert name of successful tenderer(s)] this [Contract/Framework Agreement]. The successful tenderer scored a technical score of [insert score], a financial score of [insert score], and as a result of applying the price quality ratio, achieved a combined score of [insert score] [if more than one successful tenderer, repeat this section for each tenderer]. This score was from a potential maximum of [insert maximum score].
In line with our procurement law obligations, a mandatory Standstill Period will now apply before the [Contract/Framework Agreement] is awarded and will come to an end no earlier than [insert date].
The tender award criteria for this requirement are outlined below:- 
[list published criteria and weightings as detailed in the Contract Notice (and ITT) and state if the award was based on the lowest price /Most Economically Advantageous Tender]
All applicants who were unsuccessful at the PQQ stage were offered debriefing.  We are happy to provide a debrief or further debriefing if required. Provided a written request for a debrief is received by [Institution] no later than midnight on the second working day after the date of this letter, the debrief will take place during the Standstill Period.  Please note that the debrief will be scheduled to ensure that it takes place no later than 3 working days before the end of the Standstill Period.  Should your written request be made later than midnight on the second working day from the date of this letter, the debrief information will be available to you within 15 days of receipt of the written request, but the Standstill Period will not be extended.
I hope that you found this information useful and will continue to compete for future work issued by [Institution].
Yours sincerely,

Name
Head of Procurement or equivalent
for Institution
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