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	INSERT LOGO
	


[sending organisation’s contact details]

	To:
	[SUPPLIER COMPANY NAME]

	Attention:
	[Supplier contact name]
	
	

	From:
	[Logistics Department], [Procurement lead name]
	
	

	cc:
	
	
	

	Date:
	
	
	

	Re:
	Your offer: [Commodities/Services] to [Country] - Your Ref No. 

	Our file ref (tender/RFQ):
	[Ref number]


MESSAGE:
Dear Sir/Madam,
Thank you very much for your above-mentioned offer. We regret to inform you that your offer was not the most competitive on this occasion.

We will certainly contact you again for future quotations.

Best regards,

[Procurement lead name]

[signature]
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