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Dear [insert]
CONTRACT/FRAMEWORK AGREEMENT FOR:  [insert]

REF:  [insert]



Thank you for your expression of interest in the above named [Contract/Framework Agreement].  The evaluation of potential suppliers for this [Contract/Framework Agreement] will take place in two stages:
· pre-qualification: a number of questions relating to an applicant’s financial and economic standing and technical and professional ability will be used to produce a short-list of suppliers that will be invited to tender; and
· tendering: short-listed applicants will be invited to submit full tenders.
Please find attached the Pre-Qualification Questionnaire (PQQ) relating to this [Contract/Framework Agreement]. You must complete the PQQ and return it to the address given in the PQQ document, no later than [insert time] on [insert date.] 

Yours sincerely,

[Name]

Procurement Officer
(Institution)
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