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Your ref
:
[Service Provider's Reference] (delete line if no reference given)
Our ref
:
[Electronic Document No.]
Enquiries
:
[Name]
Telephone
:
[Telephone Number]
[Name] (title initial surname e.g. Mr B citizen)
[Title]
[Organisation]
[Street]
[CITY  STATE  POSTCODE]
Dear Mr/Mrs/Ms [Surname]
decline OF OFFER FOR Community Services REQUEST [request number] FOR [insert community services request TITLE]
Thank you for making an Offer for the above Community Services Request. We advise that all Offers have been declined on this occasion because [provide reasons e.g. “all bids were non-compliant”, “project is being re-tendered”].
For further information please contact [insert contact person's Name, Position Title] on (08) [telephone number].

Yours sincerely
[Name of Accountable Authority or Delegate]
[Title]
[Date]
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