Template 72  Sending out pre qualification questionnaire


Directorate
Section

Contact name

Tel no

Fax no

Your ref

Our ref

(Company Contact Name

Company Name

Company Address)
Dear

Tenderfor (Name of goods or services)
Thank you for your response to (insert name of organisation) advertisement in ( insert name of publication e.g OJEU) on (date) regarding the provision of (name of tender). 

Please find enclosed a Pre Qualification Questionnaire which you should complete and return to:

 (name and address)
 by ( time) on (date)
in order to formally record your interest in participating in the tender process. Pre Qualifications will be evaluated to inform a short list of providers to invite to tender.  We expect to contact you again around (date)
If you have any queries regarding the enclosed form please do not hesitate to contact (contact name) on (external telephone number including STD code). 
I look forward to receiving your completed Pre Qualification Form.
Yours sincerely

(name of officer

job title

department)

Enc

