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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
Thank you for your recent submission in relation to the above.  Unfortunately on this occasion you have not been successful.

I can confirm that the award criteria were Quality of Service and Price as detailed in the Invitation to Quote.

Following evaluation of your submission, I can confirm that your overall percentage score was INSERT SCORE%.  

May I take this opportunity to thank you for the time and effort taken in submitting your bid.

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