	[Insert Name of Company]
Address  
Private and Confidential
	……..School
Address 1

Address 2

Address 3

Town

County

Postcode
Tel:
……… ………
Fax:
……… ………
Email:
………………..


	Attn: [Insert Contact Name]
	[Insert Date]


Dear Sirs

CONTRACT:
[PROVISION/SUPPLY OF XXXXXXX]

CONTRACT REF:
[HCCXXXXXXX]
1.1
I refer to your Pre-Qualification Questionnaire (PQQ) submission for the aforementioned contract.
1.2
This is to inform you that the School has now completed the process of assessing all PQQs received.  Unfortunately, on this occasion, your organisation has not been short-listed to be invited to tender.
1.3
It is the intention of the School to send out the Invitation to Tender Documents to short-listed organisations on [Insert Date].

2.
PQQ Assessment 

2.1
All PQQs received were assessed against the criteria set out in the PQQ documentation.
2.2
The following mandatory exclusion criteria apply: [Insert any specific reference to applicable mandatory exclusion criteria e.g. Experian Check, Insurance Levels etc.]
The weighted PQQ scores achieved by your organisation are given in the Table on the next page.
Assessment Table 
	PQQ CRITERIA/ SUB CRITERIA/ SUB-SUB CRITERIA 
	MAXIMUM SCORE 
	YOUR SCORE
	REASONS FOR SCORE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	OVERALL SCORE
	
	
	


2.4
The Contract Notice stated that the School would short-list and take through to the tender stage between [Insert Minimum] and [Insert Maximum] organisations, where possible.
2.5
[Insert Number of tenderers sent ITT] out of [Insert total number of PQQ’s received] potential tenderers have been successful at the PQQ stage.  The scores of those short-listed ranged from [Insert lowest successful score] to [Insert highest successful score].
2.6
If you have any queries in relation to the above information, please contact the buyer using the Delta System.
I would like to thank you for the interest you have shown in submitting your PQQ and we hope that you will not be deterred from tendering for future contracts let by the School.

Yours faithfully

[Insert Name]

[Insert Title]
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