	…………………………….
…………………………….
…………………………….
…………………………….
…………………………….

	…………..School
……………………………
…………………………….
(postcode)
Tel:
…………………
Fax:
………………….
My ref:
…………………….
Your ref:
  
Date:
……………..


Dear …………………….
INVITATION TO TENDER

Contract Reference Number:  CSF/../…/……….
……………….. School (on behalf of the ……………. Schools consortium) intends to put in place a contract for: ……………………………………………………………………………………………………….
Enclosed are the following documents, which you are advised to read thoroughly:

ii) Tender Form – which includes sections on: - 

· Instructions for returning Tenders
· Criteria for Selecting the Successful Tender

· Return Schedule

· Offer and Acceptance

iii) A Contract to Provide including the Terms and Conditions
iv) The Service Specification

v) Return address Label for use when returning your tender to the school.
Where “Tender” is referred to, this shall mean:

· Your completed Tender Form (ensuring you have signed Part 6 - Offer and Acceptance)

· Your complete answers to Part 3 of the Tender Form on the form and where necessary any attached separate continuation sheets, which should be enclosed with your completed Tender Documentation.
· Any information to support your offer, requested in the document “Criteria for Selecting Successful Tender/Information required from Tenderers”

Please return your completed Tender pack in the self addressed envelope provided. The closing date for the return of the Tenders will be (day & date) ……….………..            . All Tenders must be received by 12.00 midday on this date.

Should you require clarification on any point, (including the tendering process) please do not hesitate to contact me on …………….  I am not however, able to discuss any matters that might compromise the integrity of a fair competitive process.

All unsuccessful Tenderers will be notified that they have been unsuccessful.

Thank you for your interest in this contract.  I look forward to receiving your Tender.

Yours sincerely

………………….. 

Headteacher
…………………School
Enc.
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