
PEOPLE AND BUSINESS DIVISION



Level 13, 77 Grenfell Street

Adelaide  SA  5000

GPO Box 1533

Adelaide  SA  5001

Telephone: (08) 8343 2222

Facsimile: (08) 8204 8740
ABN   92 366 288 135
In reply please quote 20154/123456/01

Enquiries to Steve Hart

Telephone (08) 8343 1234
Dear Sir/Madam,

REQUEST FOR TENDER / QUOTE

THE SUPPLY / PROVISION / CONSTRUCTION / INSTALLATION OF ……………………….
The Department of Planning, Transport and Infrastructure (DPTI) is about to commence the ……………..
.  
You are invited to submit a tender for the supply / provision / construction/ installation of …………………………..for the above project

The Specification / Statement of Requirements (which outline the requirements for the proposed contract), the General Conditions of Contract and a Tender Form are attached. To submit a tender / quote, you must complete the Tender / Quotation Form and submit it electronically to the Government Tender Website (www.tenders.sa.gov.au) / email it to DPTI.Tenders@sa.gov.au
by
2.00 pm, 1 April 2015.
The DPTI Conditions of Tender apply to this tender process (available from http://www.dpti.sa.gov.au/contractor_documents/specifications_-_conditions_of_tendering)
.

Should you submit a tender, you are deemed to have examined all information relevant to submitting the tender and have inspected the site
. Also, you are advised that DPTI is not bound to accept the lowest or any tender received and may accept or reject any tender at any time in its absolute discretion.  A tender is not accepted unless and until a notice in writing of acceptance is sent to the successful Tenderer.

If you require further information, please contact the above or:
Mr /Ms ………………………

……………………………

Telephone ………………….
Yours faithfully,

MANAGER, ...........................
01 January 2015
.

�


Use Section logo if <$110K





�Only use this letter inviting tenders for:





low value / low risk purchases; or


single offers.





�Amend highlighted areas. Green highlighting indicates where one of two options must be selected. 





Print on letterhead


�Tender and Quote are considered to be synonymous for small purchases


�Insert a brief introduction / background to the project


�Insert suitable wording


�Delete if single offer


�Delete if not applicable


�Insert the Schedule of Contract Documents, Scope of Contract, Specification / Statement of Requirements and appropriate General Conditions of Contract in the following pages





#xxxxxxx

