NSM-20  Award, Regret and Suspension Letters
NSM SOURCING  ·  PROCUREMENT TEMPLATE  NSM-20
Award, Regret and Suspension Letters
Three standard notices: intention to award, notice to unsuccessful bidders and instruction to suspend work.
Procurement and supply cycle stage: Contract, Delivery
How to use this template
1. Send award and regret letters on the same day so no bidder learns the outcome from another.
1. Give unsuccessful bidders their own scores, the winning scores and the main reasons. Useful feedback builds a stronger supply market.
1. Issue a suspension notice only under a contract clause that allows it. Check the contract and, if in doubt, take legal advice.
Letter A: Notice of intention to award
[Date]
Dear [Name],
[Tender reference]: [Title]
Thank you for your tender. We are pleased to inform you that [Organisation name] intends to award the contract to [Supplier name], subject to [conditions, e.g. signature of the contract, provision of insurance certificates, satisfactory sanctions screening, final approval].
This letter does not in itself create a contract. A contract will be formed only when both parties have signed [the contract document] [or: when a purchase order is issued]. Please do not start work or incur cost before then.
We will contact you by [date] to arrange [contract signature and the mobilisation meeting]. Your contact person will be [name, e-mail, telephone].
Yours sincerely,  [Name, title]

Letter B: Notice to unsuccessful bidder
[Date]
Dear [Name],
[Tender reference]: [Title]
Thank you for the time and effort you put into your tender. After careful evaluation against the published criteria, we regret to inform you that your tender has not been successful on this occasion. We intend to award the contract to [Supplier name].
	Criterion
	Weight
	Your score
	Successful score

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	100%
	
	



The main relative strengths of the successful tender were: [reasons]. Your tender could have scored more highly in: [areas].
[If a standstill period applies: We will not sign the contract before [date]. If you have any questions about the evaluation, please contact [name] before that date.]
We value your interest and hope you will take part in future opportunities.
Yours sincerely,  [Name, title]

Letter C: Instruction to suspend work
[Date]
Dear [Name],
Contract [number] dated [date]: instruction to suspend work
Under clause [number] of the contract, [Organisation name] instructs you to suspend [all work] [the following parts of the work: describe] with effect from [date and time].
	Reason for suspension
	

	Work affected
	

	Actions required during suspension (protect, store, secure the work)
	

	Expected duration or date of review
	



Please confirm receipt of this instruction in writing within [two] working days, and tell us of any cost or time effect you expect, with supporting information, within [period] as the contract requires. All other obligations under the contract remain in force. Work must not restart until we instruct you in writing.
Yours sincerely,  [Name, title, authority under the contract]
	Role
	Name
	Signature
	Date

	Issued by (buyer)
	
	
	

	Received by (supplier)
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