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


	[insert date]


AWARD NOTICE
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 an award decision has been reached. 

I am pleased to inform you that, the University intends to accept your proposal dated [insert date] [DN: as amended by the subsequent email(s)/letter(s), entitled **** and dated ****] (your “Offer”). Please note that this award notice is not a formal acceptance of your Offer. 

The University aims to conclude the proposed contract with you on or after [insert date]. [Please keep [insert date] available for a meeting at Oxford. Details of the venue and time will follow.]
I will be in touch with you again shortly to finalise the contract. 

Yours faithfully

[insert name]

[insert job title]

