





[Insert date]

Dear Sirs,

TENDER FOR PROVISION OF [INSERT SERVICE NAME ] IN SUPPORT OF THE  [INSERT PROJECT TITLE]

We regret to inform you that your submission for the above referenced tender was unsuccessful due to lateness in tender submission.

The deadline for tender submissions was [insert time] on [insert date].  Unfortunately your tender submission was received by a [Organisation name]  representative at [insert time] on [insert date].

Please find enclosed your tender documentation.

If you require further information please contact me by e-mail at [emailaddress]
Yours faithfully

INSERT NAME

INSERT JOB TITLE

Enc.
[Insert Contact Officer]


[Insert Contact Officer Department


[Insert Address]





Telephone: [insert number]


E-mail: [insert e-mail address]


[Insert web address]
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Your Ref:





My Ref:








