

[COMPANY HEADED PAPER]




[SUPPLIER NAME]
[SUPPLIER ADDRESS]



Date:


Dear Sir / Madam

QUOTATION FOR (NAME OF GOODS OR SERVICE)

Thank you for your submission in respect of our ‘Request for Quotation’ for the above requirement.
We have now completed the evaluation of all quotes received and are pleased to advise you that your offer has been accepted in the sum of £ (amount).

The offer is based upon;

1.	Our Request for Quotation dated [DATE PUBLISHED] 

2.	Your Tender dated [DATE] 

3.	This letter of acceptance.

The contract will be managed by [CONTACT NAME / TITLE / DEPARTMENT] and you should contact this officer immediately to arrange formal commencement of the contract.

Please acknowledge receipt of this letter by return.

Yours sincerely




[CONTACT NAME]
[TITLE]
[COMPANY]	
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