Sourcematix™   
                                              Step 6: Negotiation & Contract Award – Letter of Award Template

LETTER OF AWARD TEMPLATE
Objectives of the Template
The LETTER OF AWARD TEMPLATE is to be issued to the successful party or parties post all negotiations and award approvals.

This is only an example and will need to be tailored to each individual company/department/contract.

The user should also consult their internal legal team.

<<Supplier Name>>

<<Supplier Address Line 1>>

<<Supplier Address Line 2>>

<<Supplier Address Line 3>>

Date 

Dear Sir/Madam
CONTRACT REF < XXXXXX >

PROVISION OF < SERVICE/PRODUCT NAME >

LETTER OF AWARD
We refer to our < RFI/RFP/ITT > for the above services issued on <   >, its subsequent circulars and your submission in response dated <   >.

We are pleased to advise you that your proposals have been accepted and that you are hereby awarded a Contract, Number <      > for the provision of the subject services in accordance with the terms of the following documents listed above, and it is our understanding that you will enter into a fully termed contract incorporating inter alia such terms:

· Terms and conditions document 1

· Terms and conditions document 2

· Terms and conditions document 3

<<INSERT COMPANY SPECIFIC LEGAL CLAUSES AND NOTIFICATIONS>>

Please acknowledge receipt of this letter by return confirming your receipt, understanding and acceptance of this Letter of Award, and confirm that you are proceeding accordingly.

For and on behalf of 

<<Contracting entity>>

<Name>

<Title>
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