	T19e – Tender Regret Letter

The exact wording should be used as it complies with EU Regulations. 
The ten day standstill period is for electronic communication of this letter, it needs to be increase to 15 days if you send the letter in the post.
[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 Invitation to Tender (ITT) submission for the aforementioned contract.
1.2
This is to inform you that following evaluation of tenders received, the School intends to enter into a Contract with [Insert Name of successful Tenderer]. 

2.
End of the Standstill Period

2.1
The standstill period will conclude on [Insert Date]. 

2.2
It is the intention of the School to complete contractual formalities with the successful tenderer on the day following the date stated in paragraph 2.1 above.  If delivery of the standstill notice is delayed for any valid reason, the standstill period will be extended by one day for every day by which delivery is delayed beyond the expected date stated in paragraph 2.1.  If this is the case, the School will take all reasonable endeavours to bring this to the attention of all relevant parties.

3.
Tender Evaluation 
3.1
As indicated in the ITT, the award criteria for this procurement were the most economically advantageous tender which was evaluated in accordance with the evaluation methodology.
3.2
The award criteria for this contract were XX% price and XX% quality as outlined in the ITT.

3.3
As indicated in the ITT, in evaluating tenders, the School considered only information provided in response to the ITT and the School rejected any tender which was not a Compliant Tender, as per the Instructions to tenderers.
4.
Evaluation Report 

4.1
The weighted scores achieved by your organisation and the successful tenderer against the award criteria are given in the table below. 

Evaluation Table 
	AWARD CRITERIA/ SUB CRITERIA/ SUB-SUB CRITERIA 
	YOUR SCORE 
	WINNING TENDERER’S SCORE 
	REASONS FOR SCORE 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	OVERALL SCORE
	
	
	


4.2
If you have any queries in relation to the above information, please contact the buyer using the Delta System.
5.
Additional Information 

5.1
If you request additional information after the date stated in paragraph 2.1 above, the School will use reasonable endeavour to provide this within 15 Days of receipt of a written request.

6.
Confidentiality 

6.1
This letter is confidential and is provided on the express understanding that the information contained in it will be regarded and treated as strictly confidential. This letter may not be reproduced in whole or in part nor furnished to any person other than the addressee and to other parties only to the extent necessary to enforce the addressee’s rights in connection with it.
I would like to thank you for the interest you have shown in submitting your tender and we hope that you will not be deterred from tendering for future contracts let by the School.
Yours faithfully

[Insert Name]

[Insert Title]

Appendix T19e April’10


