Service provider selection - Consultancy services 

Sample letter – Letter of award


Letter of Award

User guidance

Click on the following link for user guidance
Sample text for letter to the Consultant

Below are two options which may apply:

· use Option 1 when the tender contained no qualifications, departures or alternatives and is to be accepted without amendment;

· use Option 2 when the tender contained qualifications or departures, or offered alternatives, or it is necessary to clarify the tender or change the scope of the Services.

Option 1

When the tender is to be accepted without amendment.

	» insert the date
» insert the name of the successful tenderer
ABN » insert the successful tenderer’s ABN
» insert the successful tenderer’s postal address
» insert the RFT/Contract name
RFT/Contract No. » insert the RFT/Contract No.
Letter of Award

The Principal accepts your tender dated » insert the date of the tender.

You must provide evidence of insurance for Worker’s Compensation and Public Liability before commencing Services under the Agreement.

Information concerning administration of the Agreement may be obtained from the contact person shown in the Conditions of Tendering.
» insert the name of the person issuing the letter
» insert the person’s position title
for the Principal




Option 2

When it is necessary to refer to post-tender correspondence or address alternatives offered.

	» insert the date
» insert the name of the successful tenderer
ABN » insert the successful tenderer’s ABN
» insert the successful tenderer’s postal address
» insert the RFT/Contract name
RFT/Contract No. » insert the RFT/Contract No.
Letter of Award

 The Principal accepts your offer, particulars of which are set out below:

· Tender dated » insert the date of the tender;

· » List the other documents describing the offer being accepted, together with their dates.

The alternatives in your tender are accepted or rejected as follows:

» insert descriptions of the alternatives included in the tender and state whether or not each is accepted.

You must provide evidence of insurance for Worker’s Compensation and Public Liability before commencing Services under the Agreement.

Information concerning administration of the Agreement may be obtained from the contact person shown in the Conditions of Tendering.
» insert the name of the person issuing the letter
» insert the person’s position title
for the Principal




Guide notes

1. The acceptance must be unequivocal.

2. Ensure the Consultant/Project Manager receives the Letter of Award such as by registered mail or similar means of delivery.
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