[bookmark: _GoBack]SAMPLE RETURN NOTICE 
(MARCH 2017)

Instructions:  Samples that are not destroyed during the evaluation process may be returned to submitting bidders. The following text can be copy/pasted into an email to provide vendors information regarding return shipping instructions of these samples.  

Please provide an adequate amount of time for the bidders to make return shipping or pickup arrangements.

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 Code

Subject:  Return of Sample for Insert Solicitation Number, Title 

Dear Insert Name,

Thank you for responding to the above State of North Dakota solicitation.  Your company submitted Insert the description sample with your response.  Thank you for providing this sample for our use during the evaluation process.  

If you would like your sample returned, please contact me to coordinate a pick up at our location or to have it shipped to you directly.  Your company is responsible for all costs associated with the return of this sample.

If you do not request return of the sample by Insert date, the sample will become property of the State N.D.A.C. § 4-12-08-11.

If you have any questions regarding this notification, please feel free to contact me. 

Sincerely,

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


