

INVITATION TO TENDER FOR [Insert Project Name]

CIRCULAR ADVICE NOTICE [Insert No.]

The following question has been raised by one or more Tenderers in relation to the Invitation to Tender for this project.

[Insert Question]

The Council response is as follows;

[add response]
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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My Ref: [insert reference]








