



[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. We appreciate and thank you for your interest in doing business with the State of New York.  Based on an evaluation of the responses submitted, [INSERT AGENCY NAME] has made its tentative award decisions and your response was not selected for award.  Tentative awards have been made to the vendors listed below for this Mini-Bid. 

	Mini-Bid #
	Vehicle Awarded
	Awardee

	14090001
	[EXAMPLE: 2015 Dodge Charger (LDEE48)]
	[INSERT Contractor Name]



Optional language: [INSERT AGENCY NAME] provides the opportunity for a formal debriefing for each Mini-Bid.  A debriefing is available to any Contractor that submitted a response to this Mini-Bid.  Each responding Contractor will be accorded fair and equal treatment with respect to its opportunity for debriefing.  Should you have any questions or would like a debriefing relative to your Mini-Bid response, please contact me at the address below. 


[bookmark: _GoBack]Sincerely,





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

