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	INSERT LOGO
	


[sending organisation’s contact details]

	To:
	[SUPPLIER COMPANY NAME]

	Attention:
	[Supplier contact name]
	
	

	Date:
	
	
	

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

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


MESSAGE: Notice of contract award decision
Dear Sir/Madam,
Thank you for sending your bid in response to the above-referenced tender on the (date), (if relevant: as amended by your clarifications, Best and Final Offer dated xx/xx/xxxx for the provision of (detail goods/services).
We are pleased to inform you that the (name of contracting organisation) has made the provisional decision to award the contract for (detail goods/services) to your company.

The award criteria for this contract were as detailed in the Request for Proposal. The technical/quality element made up (xx %) of the total score and the price element (xx%) of the total score.

The overall score you obtained against the award criteria was (xx%) out of a maximum of 100%.
The terms of the awarded contract have now been agreed between the two parties and the contract (contract reference) will come into effect on the (date) as agreed. Performance of the contract in accordance with its terms shall begin after said date.

Any further communication between both parties will take place as per the terms of the awarded contract.

Best regards,

[Procurement lead name]

[signature]
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