[Respondent’s name]

[PO Box or street address]

[town/city]
[postcode]
(the Respondent)
Attention: [Respondent contact person]
[Date]
Dear [Name]
[Procurement Title (and reference number if available) Registrations of Interest (ROI)/Request for Tenders (RFT)/Request for Proposals (RFP)]
The purpose of this letter is to advise you that, following evaluation, your [tender/proposal/registration] to the above [ROI/RFT/RFP] has not been successful.
[Either]
To request a [written/telephone/interview] debrief, please contact me by reply email.   

[OR]
We wish to provide the following feedback as a debrief:
· [the reason the response was unsuccessful (e.g. It was determined that your response did not met minimum requirements for proposed solution/capability/capacity, your response met all minimum requirements however the successful respondent...]   

· [strengths and weaknesses of the response (e.g. pricing was very competitive however proposed solution was not sufficiently detailed)] 

· [how the response performed against evaluation criteria (e.g. proposed solution and capacity were acceptable and price was competitive, however it was determined that the respondent lacked sufficient experience with projects of this size and level of complexity in comparison to other respondents)]  

· [relative advantages of the successful response (e.g. The successful respondent was judged to provide greater value for money due to more relevant experience and a lower price)]
[Note: The aim of debriefs is to provide unsuccessful respondents with constructive feedback to enable them to improve their offering for future contract opportunities. Debrief content must be consistent with the evaluation.]
[Either]The name of the successful respondent will be included in a Tender Award Notice to be posted on Government Electronic Tenders Service (GETS) website following Contract signing.[OR]A contract will not be awarded for this [ROI/RFT/RFP] because [No acceptable/compliant responses were received[OR]the tender process was cancelled prior to awarding a contract].
Thank you for your interest and for the time and effort put into preparing and submitting your response. Should you have any questions or concerns regarding this procurement process, please contact me by email.
Yours sincerely,
[Name]
Procurement Officer
[Email address]
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