[Community services procurement templates - letter - incomplete offer]
Your ref:
[Insert supplier reference][delete line if no reference]
Our ref: 
[Insert file no]
Enquiries:
[Insert name] 
Telephone:
[Insert telephone number]
Email:


[Insert email address]
[Name][title initial surname eg Mr B Citizen]
[Title]
[Organisation]
[Street]
[CITY  STATE  POSTCODE]
Dear Mr/Mrs/Ms [Surname]
REQUEST [NUMBER] FOR [DETAILS AS PER TITLE OF REQUEST]
I regret to inform you that your offer for the above Request has been excluded from consideration.

The Request Process Terms and Condition and Definitions clause 4.1(c) specifies that if the respondent’s offer is materially incomplete the State Party may refuse to consider or evaluate the Respondent's Offer.
As your offer was received incomplete your offer has been excluded from consideration.
Thank you for your interest.

Yours sincerely

[Name of Accountable Authority or Delegate]
[TITLE]
[date]
FINANCE v. 01-06-21

