	[please add your logo]

	
	[please add in your address]

	
	[Enter Date]



	Name

Job Title 

Company Name

Address 1 

Address 2

Address 3

Postcode


	Our Ref: 
Contract: 
Tender Notice: 
Unique Identifier:
	[add in reference no]

[add in title of Contract]
[add in number]
[add in]
	


Dear [insert name or Sir/Madam]
Thank you for your tender submission dated [insert date] in response to the aforementioned invitation to tender. Following the conclusion of the assessment process, I am pleased to inform you that you submitted the most advantageous tender (MAT).
Annex A below provides a summary of your scores. The full assessment summary is attached and the methodology can be found [indicate where the methodology can be accessed e.g. within ITT].

I would be grateful for your acknowledgement that you have received and understood the contents of this communication by [responding to the email or through the eTendering portal].

Yours [sincerely] [faithfully]

[insert signature]
[Insert name]

[insert title]
Annex A:  Your Assessment Summary

	Criteria title
	Weighting
	Your Score

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total Score
	
	


