LETTER TO SUCCESSFUL TENDERERS [delete this heading before posting]

[Insert name of school] Tender No ..... [insert tender number]

WITHOUT PREJUDICE ‑ Negotiation Only

Subject to Signed, Written Contract

Dear

Contract for [enter what the tender covered].

Your organisation recently submitted a bid to provide [say whatever it was] to the Department.  I am writing to confirm that the School is now prepared to negotiate on the final terms and conditions of a written contract in connection with the provision of that service/delivery of goods.

These negotiations will be on a “without prejudice basis”, and the School will not accept any liability for any costs incurred or committed by you in the absence of a written contract signed by both parties.

The arrangements to proceed as set out in this letter will end either when the contract is signed by both parties, or if either party tells the other that they do not wish to continue with the negotiations.

You are advised not to incur any expense or enter into any binding arrangements until such time as you receive the signed and dated contract back from the School.
[*If a draft contract is to be sent later, use the following wording. If not, delete]

A copy of the draft contract for your consideration will be sent to you within the next [enter timescale, eg two weeks].  Any queries which you have about the draft should be sent by [enter date] to:


[enter address of contract manager]

[*If a draft contract is to be attached now use the following wording.  If not, delete]

A copy of the draft contract for your consideration is attached.  Any queries which you have about the draft should be sent by [enter date] to:


[enter address of contract manager]

Yours sincerely

