Template 75 . Invitation to Tender 


Directorate
Section

Contact name

Tel no

Fax no

Your ref

Our ref

(Company Contact Name

Company Name

Company Address)
Dear

Invitation to Tender for (Name of goods or services)
Please find enclosed the Invitation to Tender for the above contract requirement.

Please refer to the Instructions to Tender section of the Invitation to Tender document which provides specific instructions concerning the completion and submission of your tender, and  setting out the timescale for the tender process. 
 If you are not able to submit a tender for the work at this time, your co-operation in communicating this fact to the contact below, would be much appreciated 
Tender documents are to be returned using the enclosed envelope by (time) on (date).  
If you have any questions regarding the enclosed documents, please do not hesitate to contact (contact name) on (external telephone number including STD code  email address).

Yours sincerely

(name of officer

job title

department)

Enc

