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[Goods, services and maintenance works service procurement template - letter - Acceptance of Offer - WQTS]
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]
[Title] [Full name]
[Position]
[Name of organisation]
[Street address]
[Suburb State Postcode]
Dear [Title] [Surname]
Advice of Acceptance of Offer for Request [Number] for [Details as per Title of Request] (the Request)
The [State Agency name] is pleased to accept your offer for the above Request. Acceptance of this offer constitutes an agreement between [Supplier name] [include ACN, ABN and/or “trading as” if applicable] (the ‘Supplier’) and the [State Agency name][this must be the same entity name that was specified in the Request] (the ‘Customer’).
The Contract Commencement Date is [insert date] and the Contract will expire in accordance with the Contract.
Management Issues:
(a)
The Contract Manager for this Contract is [person’s name] (phone (08) 9XXX XXXX). The Contract Manager is responsible for the following contract management issues: [add/delete from the list below]
· performance monitoring of contractor;

· minor dispute resolution issues;

· day-to-day contractor arrangements such as premise access and security issues;

· statutory compliance issues such as occupational health and safety, environmental, industrial and human resource management issues;

· payments and remuneration arrangements including invoice processing.

(b)
Payment of Accounts:

Invoices must be sent to:
Contact name 
Branch
Department
Address 
For further information please contact [Procurement Officer] on (08) 9XXX XXXX.
Yours sincerely

[Name of Authorised Officer]

[Position]
[Day Month Year] [leave space for day to be written]
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