Letter to Unsuccessful Candidate (at Short-List/Pre-Qualify Stage)
	To:
	[Name and address of Candidate]

	
	

	Re. Invitation To Pre-Qualify:
	[Name of Contract]

	OJEU Contract Notice Reference No:
	[Insert reference number eg 2010/s – xx/xxxxx]

	Date:
	
	

	By
:
	Email/ fax/ post/ hand


A Dhaoine Uaisle

Thank you for submitting an application to [be short-listed or to pre-qualify]
 for [insert title]. I am writing to advise you that, on this occasion, your application was not successful.

The [evaluation/selection process]
 of applications to [be short-listed by random selection or to pre-qualify]
 has been completed in accordance with the [rules or evaluation criteria]
 previously notified to you.

[The scores achieved in the evaluation by the lowest-ranked candidate admitted to the tender shortlist and by your application are as follows]
:

	Evaluation Criterion

	Maximum Score Available
	Score Awarded to Lowest-Ranked Shortlisted Candidate
	Score Awarded to Your Application

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total
	
	
	


4 [The reasons for the rejection of your application are as follows
]
:

	[Insert detailed narrative]




[The Employer now intends to proceed to invite the shortlisted candidates to tender for the contract. Following the identification of the successful tenderer and the observance of the statutory standstill period, it is anticipated that the name of the winner will be published by means of a contract award notice.]
 

I thank you for your interest in this procurement.

Is mise, le meas

Signed ____________________________

On behalf of [Name of Employer]

ACKNOWLEDGEMENT

We acknowledge receipt of this letter on _________________ (date)

Signed _______________________________

On behalf of [Name of the Candidate]

� Delete as appropriate





� Delete as appropriate


� Delete as appropriate


� Delete as appropriate


� Delete as appropriate


� Delete if random selection is used to short-list


� If sub-criteria were used in the evaluation, they should be listed in the table. 


� It may be necessary on occasions to provide a more detailed narrative in addition to providing information at 4 


   above.  





� Delete if random selection is used to short-list.


� Delete for open procedure.
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