Template 74. Advising supplier successfully shortlisted prior to tender docs being sent out


Directorate
Section

Contact name

Tel no

Fax no

Your ref

Our ref

(Company Contact Name

Company Name

Company Address)
Dear

Tender for (Name of goods or services)
Thank you for returning the completed Pre Qualification Questionnaire expressing an interest to be included in the short list for Invitation to Tender for 
(name of service/ goods contract) 
Following initial evaluation, I am pleased to advise you that you have been selected for inclusion on the short list for invitation to Tender.

We expect to contact you again by (date) / Documentation for the Tender will be despatched by (date). 
Yours sincerely

(name of officer

job title

department)

