Template 82. Award of Contract











Directorate 










Section










Please ask for:  










Telephone No:  











Fax:No












Our Ref:  










Your Ref









Date:   

(Company Contact Name

Company Name

Company Address)

Dear 

Award of Contract for (Name of goods or services)
On (date) we informed you of our intention to award the above contract to your company subject to there being no legal challenges being raised during the standstill period, which applies in accordance with the Public Contract Regulations 2006 and procurement best practice.

I am pleased to confirm that we are now able to conclude the contractual arrangements, and formally award the contract.

(Please find enclosed and order and contract documentation for your retention) OR

(Please find enclosed two copies of the contract documentation for your signature; and return of both signed copies to:

(Name

Address)

An authenticated copy will then be sent for your retention.  I will contact you again shortly regarding your implementation plans for the forthcoming contract.)
OR

(We will contact you again shortly regarding the completion of the contract formalities and your implementation plans for the forthcoming contract.)
Yours sincerely

(name of officer

job title

department)
(ENC)
