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Sample Award Notification Letter
[Insert date here]

Solicitation Number:
[Insert RFP/RFT Number and Title here]
Issue Date:


[Insert Date here]
Close Date & Time:


[Insert Date and Time here]
Award Date: 
[Insert Date here]

Successful Proponent: 
[Insert Successful Proponent’s Name here]
SUBJECT:


Notice of Award
This notice is to advise that the contract has been awarded to [Name of the successful Proponent] pursuant to the above-noted procurement process.

[Name of Org] would like to take this opportunity to thank all proponents for responding to the above referenced procurement opportunity for the provision of [Insert Project Description]. 
In accordance with section [Insert from the Posted Competitive Document], unsuccessful proponents are entitled to a debriefing meeting, during which they will be provided with feedback regarding their submission. In order to be debriefed, unsuccessful proponents must issue a request to [Name of Org] within 60 days from the date of this notice. 

If you have any questions concerning this process or would like to request a debriefing, please contact.
[Contact’s name]
[Contact’s title]

[Contact’s mailing address][image: image1.png]



Phone: [Contact’s phone number] 
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Fax: [Contact’s fax number]
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Email: [Contact’s e-mail]
Sincerely,

[Insert Signatory’s Name and Title here]
