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	[insert supplier’s name and address; delete if using InTend] 


	[insert date]


PROPOSAL DECLINE
Dear Sir,

REQUIREMENT FOR CLEANING SERVICES FOR [insert department/building]

All proposals received in relation to the above mentioned requirement have been carefully evaluated and a decision has been reached. I regret to inform you that on this occasion your proposal dated [insert date] has not been accepted.

I would like to take this opportunity to thank you for your effort in participating in this procurement and reassure you that the decision not to accept your proposal in this instance will not affect you being considered for any future contracts.

It is the University’s policy to offer a debrief to suppliers on their performance. If you would like a debrief please contact the undersigned via www.in-tendhost.co.uk/oxford [DN: replace with an email address if not using InTend].
Yours faithfully

[insert name]

[insert job title]
