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[bookmark: _Hlk20839838]Award letter template
When to use this template
This template can be used to advise a supplier that they have been successful following a procurement process. It can also be used to invite the winning supplier to a briefing. 
Use of this template is optional – remember to check your agency’s policies and procedures to see if your agency has a standard template available that you are required to use.
[bookmark: _Hlk169695230]Notes:
This letter is a template only and should be modified as appropriate including where multiple suppliers are selected as preferred suppliers under a common-use supply arrangement or where the contract is subject to a supplier satisfying additional conditions or requirements.
1. This letter should be copied and pasted into your agency’s letterhead.
2. This letter should not be issued until the Evaluation Report (or similar) has been approved and signed by the relevant delegate.
3. All items in grey are to be updated as appropriate.
4. Electronic signatures can be used in accordance with the Electronic signatures guideline.

Award letter and/or email
[bookmark: _Hlk169695308]Supplier details [if a letter and/or an email]
[bookmark: _Hlk169695318][Insert recipient’s name]
[Insert recipient’s title]
[Insert recipient’s organisation name]
[Insert recipient’s address/email address]
[bookmark: _Hlk169695357]Subject [if an email]
[bookmark: _Hlk169695373]STRICTLY CONFIDENTIAL: ITO NO - [Insert reference number and short title] – [Supplier Name]
[bookmark: _Hlk169695424]Body [if a letter and/or an email]
[bookmark: _Hlk169695472]Dear [insert salutation]
[bookmark: _Hlk169695493]ITO NO - [Insert procurement activity and reference number]
The State of Queensland (acting through the [insert agency name]), is pleased to inform you that your organisation has been selected as the preferred supplier for the [insert procurement activity and reference number], subject to signing the customer contract (the contract).
Please review the contents of the enclosed contract and, if no changes are required, arrange for an authorised delegate of your organisation along with a witness to sign and date one (1) copy of the customer contract.
If changes are required following your review of the contract and associated documents, please advise via the contact details provided below.
To facilitate commencement of the contract please: [select or modify one of the following methods depending on the Terms and Conditions of the Invitation to Offer/Contracts/Deeds] 
post the original signed copy to the undersigned at [insert postal address] by [insert required date of return]. The agency’s authorised delegate will then counter-sign the documents and this copy will be returned to you for your records.
return a copy of the signed contract and associated documents in their entirety to the undersigned at [insert email address] by [insert required date of return]. The agency’s authorised delegate will then counter-sign the documents and this copy will be returned to you for your records.
Please note it is not intended for this letter to form a legally binding contract between the agency and your organisation. A contract will not be formed until both parties sign the customer contract.
In addition, we would like to invite you to attend a supplier debriefing session on your offer. If you are interested in attending this session, please contact [insert contact officer and email address] by no later than [insert date]. These sessions will be conducted in [insert month and year] by [insert relevant option: via Microsoft Teams or in person].
[bookmark: _Hlk169695547][bookmark: _Hlk169695575]Should you have any questions, please contact [insert name of the contact officer for the procurement activity] on [insert phone number] or by email [insert email address].
Yours sincerely

[bookmark: _Hlk169696261][Insert sender’s name]
[Insert sender’s title]
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Award letter template
	[bookmark: _Hlk170226698]Version
	Date
	Comments

	v1
	18 Apr 2018
	Template created and published

	v2
	4 Jul 2018
	Minor update to letter

	v3
	16 Jul 2018
	Formatting updates

	v4
	19 Jul 2018
	Added ‘Buy Queensland approach’ and ‘Contact’ information

	v5
	20 Dec 2019
	Updated to DHPW corporate branding

	v6
	28 May 2021
	Minor update to letter on new DHPW corporate branding

	v7
	28 June 2024
	Major updates to reflect Queensland Procurement Policy 2023; added ‘Version control table’, ‘Copyright’ and ‘Administration’ sections, detailed instructions of use, a ‘Notes’ section and major changes to letter on new DEC corporate branding.

	v7.1
	June 2025
	Minor updates made – highlights:
· DHPW corporate branding
· Machinery-of-government changes
· Hyperlinks verified
· Document date and ‘Administration’ section updated

	v7.2
	August 2025
	Minor updates made - Queensland Government Corporate Branding)
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This work is licensed under a Creative Commons Attribution 4.0 Australia Licence. You are free to copy, communicate and adapt this work, as long as you attribute by citing ‘Award letter template, State of Queensland (Department of Housing and Public Works) 2025’.
Contact us
We are committed to continuous improvement. If you have any suggestions about how we can improve this document, or if you have any questions, contact us at betterprocurement@hpw.qld.gov.au.
Disclaimer
This document is intended as a guide only for the internal use and benefit of government agencies. It may not be relied on by any other party. It should be read in conjunction with the Queensland Procurement Policy, your agency’s procurement policies and procedures, and any other relevant documents.
The Department of Housing and Public Works disclaims all liability that may arise from the use of this document. This document should not be used as a substitute for obtaining appropriate probity and legal advice as may be required. In preparing this document, reasonable efforts have been made to use accurate and current information. It should be noted that information may have changed since the publication of this document. Where errors or inaccuracies are brought to attention a reasonable effort will be made to correct them.
Administration
Version 7.2 of this document replaces all previous versions of this document and takes effect immediately.
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