[Insert School logo or masthead]	Comment by Author: Read the template carefully and insert required information where the text is red and highlighted in yellow. When done, revert the text to black, remove the highlight and delete the instruction comments before issuing the letter.

[Insert Company Name]
[Insert Address 1]
[Insert Address 2]
[Insert Address 3]
[Insert Address 4]


[Insert intended date of issuing the letters]	Comment by Author: Both types of result letters - to preferred option and unsuccessful tenderers - must be issued on the same day.


Re: 	Call for Tenders for the Provision of [insert competition title as per your tender documents]


Dear [Insert company representative’s name],

In relation to the above-mentioned competition, I can confirm that the evaluation process has been concluded, and I regret to inform you that your tender proposal has been unsuccessful.  For your information, all valid tenders were assessed against the criteria listed in the tender documents.  In the case of your company’s proposal, marks were awarded thus:	Comment by Author: If the contract is awarded in Lots, specify which Lot(s) the tenderer was unsuccessful in. Example: In relation to the above-mentioned competition, I can confirm that the evaluation process has been concluded, and I regret to inform you that your tender proposal has been unsuccessful in Lot 1 and Lot 2.
	No
	Award Criterion
	Maximum mark in criterion
	[Insert company name] 
	Highest mark awarded in each criterion

	1
	[Insert criterion A title]
	[Insert maximum score available in criterion A]
	[Insert company’s score in criterion A]
	[Insert highest awarded score out of all companies in criterion A]

	2
	[Insert criterion B title]
	[Insert maximum score available in criterion B]
	[Insert company’s score in criterion B]
	[Insert highest awarded score out of all companies in criterion B]

	3
	[Insert criterion C title]
	[Insert maximum score available in criterion C]
	[Insert company’s score in criterion C]
	[Insert highest awarded score out of all companies in criterion C]

	4
	[Insert criterion D title]
	[Insert maximum score available in criterion D]
	[Insert company’s score in criterion D]
	[Insert highest awarded score out of all companies in criterion D]

	5 	Comment by Author: Scores for Cost must be added in the table. If the contract was awarded in Lots, and the letter refers to more than one Lot, insert another row in the table and add scores for each Lot separately. Example: 
Cost Lot 1……..
Cost Lot 2……..
Cost Lot 3……..
	Cost
	[Insert maximum score available in Cost criterion]
	[Insert company’s score in criterion Cost]
	[Insert highest awarded score out of all companies in Cost criterion]


	
Criterion A:	Comment by Author: Insert feedback for each criterion except for Cost below. At least 4-5 sentences for each criterion are required. Remember that comments must be bespoke. Providing scores alone is not acceptable as providing reasons unless the award of the contract is based 100% on cost alone.
[Insert detailed feedback regarding quality of response received in criterion A.]

Criterion B:
[Insert detailed feedback regarding quality of response received in criterion B.]

Criterion C:
[Insert detailed feedback regarding quality of response received in criterion C.]
	
Criterion D:
[Insert detailed feedback regarding quality of response received in criterion D.]


In overall terms, your tender proposal was ranked in [insert final ranking of proposal] place. There were [insert number of valid proposals received] valid tender replies to the CFT. [Insert name of winning company] was ranked in first place. A contract will not be concluded until after the [insert date; standstill period to start a day after the letters were sent out]. 	Comment by Author: Insert date in accordance with appropriate regulations that apply depending on the type of the competition. Check CFT for further information.

I wish to thank you for your interest in this competition, and for the time and effort taken to submit a tender proposal.

If you have any further queries, please contact the undersigned.

Yours sincerely,


Signed ______________________________
On behalf of the Board of Management of 
[Insert School Name]
