
	
REJECTION LETTER
(March 2018)

When you reject a bid or proposal, you must send a letter of rejection to the offeror or bidder indicating the reason for the rejection. Proposals and bids must be rejected if they are not responsive to the requirements of the solicitation or if the offeror or bidder is determined to be not responsible.  See N.D.A.C. § 4-12-11 for guidelines on responsiveness and responsibility. 
Bids or proposals rejected for responsiveness and responsibility will be retained in the procurement file.

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 negligible effect on price, quality, delivery, or contractual conditions that can be waived or corrected without prejudice to other offerors or bidders.  See N.D.A.C. § 4-12-10 for guidance mistakes in bids and proposals including minor informalities.

[bookmark: _GoBack]Late bids or proposals must rejected, regardless of the degree of lateness.  See N.D.A.C. § 4-12-08-13.  Procurement rules only allow late responses to be accepted if the delay is due to the error of the purchasing agency and discovered before selection of the successful bidder or offeror. (Example:  a bid accidentally placed in the wrong bid folder).  For late bids and proposals, the procurement officer may retain the late bid or proposal in the procurement file, return the late bid or proposal, or notify the vendor to make arrangements for pickup of the late bid or proposal by a specified date. If the late bid or proposal was returned, a record of the return must be made and placed in the procurement file.  If you retain and open the late bid, it is subject to open records laws.  If you return the late response, the State will no longer have the record.  If you retain the late response unopened, then only the information available on the envelope or package is subject to open records laws.

Sometimes, the procurement officer makes a decision to reject all bids or proposals and cancel the solicitation.  Procurement rules require you to send notice to all offerors or bidders indicating the reason for the cancellation.  See N.D.A.C. § 4-12-11-09.  You can use the Solicitation Cancellation Template.  

Contact the State Procurement Office at 701-328-2740 or infospo@nd.gov for assistance or to provide suggestions.

NOTE: DELETE ALL INSTRUCTIONS BEFORE PRINTING 

STATE OF NORTH DAKOTA
AGENCY OR INSTITUTION NAME
ADDRESS
CITY, STATE ZIP


Date 

Business Name
Contact Person
Address
City, State Zip

Subject: Insert Solicitation Number, Title

Dear Insert name:

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:

NOTE:  CHOOSE THE APPROPRIATE REASON(S) FOR THE REJECTION, INSERT APPLICABLE INFORMATION AND DELETE THE UNUSED REASONS.

· 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 states the requirement, and indicate how their response failed to meet that specification or requirement.
[bookmark: Check4]
· The response was faxed, and a formal sealed response was required.
[bookmark: Check5]
· The response was not legible.
[bookmark: Check13]
· Your company is not an approved bidder 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.
[bookmark: Check12]
The rejected response will be retained in the procurement file.  If you have any questions, please contact me.

Sincerely,

Insert name
Procurement Officer 
E-mail: Insert email 
Telephone: Insert number
TTY Users call: 7-1-1 
