SAMPLE REJECTION LETTER
(11-2007)
instructions: revise or delete as needed.

When you reject a bid or proposal, you must send THE VENDOR notice INDICATING THE REASON FOR THE REJECTION.  bIDS AND PROPOSALS MUST BE REJECTED IF THEY ARE NOT RESPONSIVE TO THE REQUIREMENTS OF THE SOLICIATION OR THE VENDOR IS DETERMINED TO BE NOT RESPONSIBLE.   See N.D.A.C. cHAPTER 4-12-11 for guidance on responsiveness and responsibility.

YOU DO NOT NEED TO REJECT A BID OR PROPOSAL IF A MISTAKE OR OMISSION IS DETERMINED TO BE A MINOR INFORMALITY.  Minor informalities are insignificant omissions and mistakes related to form rather than substance with a neglible effect on price, quantity, delivery, or contractual conditions, that can be waived or corrected without PREJUDICE TO OTHER BIDDERS OR OFFERORS.  SEE N.D.A.C. CHAPTER 4-12-09 FOR GUIDANCE MINOR INFORMALITIES AND MISTAKES IN BIDS AND PROPOSALS

IF YOU REJECT ALL BIDS OR PROPOSALS AND cancel a solicitation, you must send notice to ALL vendors INDICATING THE REASON FOR THE CANCELLATION.  For additional guidance, sEE n.d.a.c. 4-12-11-09.

delete these instructions before printing.
STATE OF NORTH DAKOTA

AGENCY OR INSTITUTION NAME

ADDRESS

CITY, STATE ZIP

TELEPHONE AND FAX NUMBER
NOTICE OF REJECTION

DATE

SOLICITATION NUMBER AND TITLE:  INSERT
OPENING DATE AND TIME:  INSERT

Company Name
ATTN:  Contact Person

Address

City State Zip Code

Dear  Bidder:

Thank you for the recent response to the solicitation referenced above.  Regrettably, your response has been rejected. The reason for the rejection is as follows:

Instructions:  Choose the appropriate reason(s) for rejection and delete the unused reasons and these instructions.
· The response was delivered late.

· The response does not meet the requirements of the solicitation. DESCRIBE THE REQUIREMENT THEY FAILED TO MEET, CITE THE SPECIFIC SECTION OF THE SOLICITATION THAT STATED THE REQUIREMENT, AND INDICATE HOW THEIR RESPONSE FAILED TO MEET THAT SPECIFICATION OR REQUIREMENT. 

· The solicitation has been cancelled and all responses have been rejected. The solicitation will /will not be reissued. DESCRIBE THE REASON ALL RESPONSES ARE BEING REJECTED.

· The response was faxed, and a formal sealed response was required.

· The response was not legible.

· Your firm is not an approved vendor as required in the solicitation.

· The equipment offered by your firm as an equivalent is rejected as not being equivalent for the following reason:  INSERT REASON EQUIPMENT IS NOT AN EQUIVALENT.
The rejected bid or proposal will be retained in the procurement file.  If you have any questions, please contact the Procurement Officer listed below.

Sincerely,

NAME

Procurement Officer

PHONE:  INSERT

FAX:  INSERT

E-MAIL:  INSERT  

