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Minutes of opening ceremony 
in [place] on [date] for the tender for [qty/qlty & goods/services, include tender reference] to [destination]. 

Present: 
[Surname Name], [Title]

[Surname Name], [Title]


[Surname Name], [Title]

On [date], [quantity] offers were received by sealed envelopes/email for [commodities] to [destination] before the deadline at [time]. The offers were opened on [date & time].

Remarks: [if any]
The tender was advertised for (number of) days as an (select option: international open tender, local open tender, restricted tender).

The [quantity] following companies submitted bids against the above-mentioned tender:

1.
[COMPANY’S NAME], [Country]
2.
[COMPANY’S NAME], [Country]
3.
[COMPANY’S NAME], [Country]
4.
[COMPANY’S NAME], [Country]
5.
[COMPANY’S NAME], [Country]
6.
[COMPANY’S NAME], [Country]
The following [quantity] companies have missed the above-mentioned deadline. Bids submitted by the below companies will not be considered in this tender process:
1.
[COMPANY’S NAME], [Country]

2.
[COMPANY’S NAME], [Country]

The following [quantity] companies declined the offer to bid (use only if restricted tender)
1.
[COMPANY’S NAME], [Country]

The following [quantity] companies have not replied at all (use only if restricted tender):

1.
[COMPANY’S NAME], [Country]

2.
[COMPANY’S NAME], [Country]

Approved by:

[Surname Name], [Title]

[signature]





[Surname Name], [Title]

[signature]





[Surname Name], [Title]

[signature]
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