










Appendix 4

                   Example Invitation to Quote letter
To be put on school letter headed paper
 (address of Supplier)

Dear xxxxxxxxxx
Re: name of contract
Contract Ref. No.  xxxxxx
Your company has been selected to quote for the above mentioned contract.  You should receive with this letter a set of quotation documents and associated papers for your attention.   This consists of

· A specification of the goods/service required

· A Form of Quotation

· Instructions for Quotation

· A Collusive Tendering Certificate

· Return label for envelope

· LB Barnet Code of Conduct (if applicable)

· Pricing schedule (if applicable)
Please read this letter carefully and ensure that you comply with all instructions contained here and in the Instructions for Quotations.

Your completed quotation should be placed in a PLAIN envelope which should be sealed and self addressed; this should then be placed into a plain envelope which must be addressed to the school using the “Return label” provided. It must be received by no later than 12:00 noon on (date). Quotations received after this time and/or not complying with the above instructions will not be considered. Please also ensure that the envelope does not bear any mark that identifies the sender. If the quotation documentation will not fit inside an envelope, then the return label should be used on parcelled items. On no account should the quotation be returned without it.
If you require further information please contact me on (telephone contact) and I will be pleased to assist.

Yours sincerely,

Xxxxxxxxxxxxxx

Xxxxxxxxxxxxxxxxxxxxx
On behalf of …………School
