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	(insert providers details) 
	Please reply to:
	

	
	Job Title:
	

	
	E-mail:
	

	
	Phone:
	

	
	Date:
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Dear INSERT NAME
INSERT CONTRACT NUMBER & TITLE
I write to inform you that your quotation dated INSERT DATE to supply the above is accepted subject to the terms and conditions of contract.

For your information you may wish to know that you scored INSERT SCORE% on the overall process.

The documents that form the contract with the Council are:

Invitation to Quote (ITQ) comprising:

· The specification [INSERT DATE ISSUED]
· Councils terms and conditions as referred to in the ITQ issued on [INSERT DATE ISSUED]
· Amendments to ITQ issued [INSERT DATE ISSUED] (delete as necessary)
Your response to the ITQ submitted on [INSERT DATE RECEIVED] comprising:

· Method statement(s)

· Pricing schedule(s)

· All other documentation / correspondence provided by you in your response to the ITQ

· [LIST AS APPROPRIATE]
Please could you acknowledge in writing, acceptance of this letter no later than INSERT DATE.

May I thank you for the interest you have shown in this opportunity.

Yours sincerely (or faithfully if letter not addressed to individual)
YOUR NAME
JOB TITLE
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