Template Rejection Letter 










EAST CAMBRIDGESHIRE









DISTRICT COUNCIL









Head of XXXXXXX Services









THE GRANGE, NUTHOLT LANE, ELY









CAMBRIDGESHIRE CB7 4EE









Telephone: Ely (01353) 665555









DX41001 ELY   Fax: (01353) 665240
	Company Address]
[Company Contact Name

Company Name
	This matter is being dealt with by:

	
	

	
	Telephone:
	01353 665555

	
	E-mail:
	

	
	My Ref:
	[Initial & File Reference or Unique reference Number]

	
	Your ref
	[From Supplier/ suppliers named contact]


Date:

Dear  Addressee’s name or company name
Title & Unique Reference Number -  Pre-Qualification Questionnaire (PQQ) /    

Invitation to Tender / Request for Quotation / 
Thank you for your recently completed [Pre-Qualification Questionnaire (PQQ)] / quotation / tender].  Following detailed evaluation we have tell you that you have not been short- listed / long-listed / selected.

This was based on the following award criteria [set out details of the scoring matrix and scores/ attach copy of the scored matrix. Include score for the successful bidder as well as the unsuccessful bidder. Ensure all negative points and weaknesses are clearly identified. Need to include the characteristics and relative advantages of successful bidder].
Your Questionnaire (PQQ)] / quote / tender was therefore
[incomplete / non-compliant / did not provide sufficient information / unable to match other bids in several areas etc]/ comparable with other bids in terms of quality but was not competitive in terms of price etc
As you will probably know from other tenders, the Public Contracts Regulations 2006 require a [10/ 15 – 10 days if electronic and 15 any other means] day standstill period before we can award the contract. This ten-day standstill will end on [ insert date for deadline]. This means that the contract documents will be sent after this date.

We appreciate the hard work in preparing a Questionnaire (PQQ)] / quotation / tender and thank you for your interest and participation in the competition.  


Yours sincerely

[Name of Officer Job Title/ Department]



Health Warning !  All EU competitions must provide explanations for the evaluation and decision.  


One line explanations are usually only acceptable if the reason is a substantial difference in cost. If in any doubt ask Legal. 











Instructions.  Text marked with yellow to be substituted with the actual details or deleted (as required).














