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 Dear [or name of nominated lead organisation if tenderer is a consortium]

RE: INVITATION TO TENDER FOR: [insert]
REFERENCE: [insert]

I write further to your tender submission dated [insert date]. The Tender Evaluation Board has evaluated your tender and regrets to inform you that on this occasion we will not be taking your tender forward for further consideration.  I would, however, like to take this opportunity to thank you for the interest you have shown in this procurement.

We recognise the resource input and efforts expended in compiling tender documentation and would be happy to provide de-briefing after completion of the procurement process for this [Contract/Framework Agreement] due [insert date]. This will be undertaken, if required, by telephone, in writing, or at a meeting. Any face to face meeting will take place at [insert] by mutual arrangement.  Please contact me at the above address if you wish to receive de-briefing or if any point requires clarification.    

Yours sincerely,

[Name]

[Head of Procurement or Equivalent]

for [Institution].
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