


[INSERT LETTERHEAD]




Sent via email to exampleemail.com

Name
Contractor Business Name
Contractor Business Address
City, State, ZIP

RE: [EXAMPLE: Award 22898, Mini-Bid #14090001 for DOT Sedans]

Dear Mr. Example, 									Month, XX, 2014

Thank you for submitting a response to the above referenced Mini-Bid conducted via the New York State Office of General Services (OGS) Vehicle Marketplace.  Based on an evaluation of the responses submitted, [INSERT AGENCY NAME] is making a tentative award to [INSERT CONTRACTOR BUSINESS NAME] with respect to the above referenced Mini-Bid.  It is the intention of [INSERT AGENCY NAME] to issue a Purchase Order for the following awarded vehicle(s).

Optional language for when a PO will be issued for less than the number of vehicles included in the Mini-Bid:
[bookmark: _GoBack]In accordance with Contract Section II.12 Procurement Method, Paragraph D Authorized User Procurement Rights, [INSERT AGENCY NAME] has determined that it is in the best interest of [INSERT AGENCY NAME] to make an award for less than the number of vehicles included in the Mini-Bid. It is the intention of [INSERT AGENCY NAME] to issue a Purchase Order for the following number of vehicles.

	Mini-Bid #
	Vehicle Awarded
	Number of Vehicles

	14090001
	[EXAMPLE: 2015 Dodge Charger (LDEE48)]
	10



This designation is tentative pending successful completion of the Purchase Order process.  A Purchase Order will be presented under separate cover upon timely receipt of the information requested below, and receipt of all necessary internal approvals.  Be advised that a Purchase Order will not be issued until receipt of all necessary approvals.  No action shall be taken by a tentative awardee until receipt of a Purchase Order; any actions taken prior to receipt of a Purchase Order are at vendor’s sole risk and expense. 

In accordance with Contract Section II.12 Procurement Method, Paragraph C Vehicle Marketplace, please provide this office with [EXAMPLE: either the Final Order Date for the Vehicle(s), or notification that the date is "TBD," (if the date has not yet been set by the OEM)]. 

Sincerely,





[INSERT NAME/TITLE/ADDRESS/EMAIL/PHONE]

