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ACQ – Template – No Bid Letter

IBPL Sample Template

No-Bid Letter

The No-Bid Letter from Provider to Organization
Description of the No-Bid Letter

A no-bid letter informs the organization that invited you to bid that you are declining the invitation. The reasons should be stated in such a way as to keep you on the organization’s bid list for future consideration.

The Bid / No-Bid Analysis

The no-bid letter is sent as a result of having done an extensive analysis to determine the value of winning the contract. 
How to Remain an Established Vendor on the Bidder List
It is imperative the no-bid letter conveys a strong interest in being kept on the organization’s bid list. The letter must explain in clear terms the reasons for declining the opportunity to bid.  This will let the contracting officer know the opportunity was turned down for valid reasons.

How to write a No-Bid Letter

Recommendations:
1. Use a formal letterhead
2. Thank the organization for the invitation
3. Clearly state the reasons why you are declining the opportunity
4. Request to be kept informed of new opportunities
5. Consider having the legal department review the letter
6. Make sure the letter is received before the bid / proposal opening date
7. Send the letter registered mail
[Date]

[Contact name]

[Address]

[RFP / Invitation to Bid] for [Project]

Dear [Contact name]: 
Thank you for considering our solutions for your project.

After careful consideration, we unfortunately must decline your invitation for the following reasons:

1. [Detailed reason]

2. [Detailed reason]
     
Again, I want to thank you for your interest in our solution.  We look forward to receiving other requests for proposals from your organization.  We believe that considering our offerings and the service we provide for future projects will more than meet your expectations.
Sincerely,
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