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	Company Contact Name

Company Name

Company Address


	Southfield Road, Loughborough, Leicestershire. LE11 2TN

Department

Contact name

Tel no

Fax no

Email



	12 August 2015
	


Dear

Quotation/Tender for (Name of goods or services)
Charnwood Borough Council is seeking Quotations/Tenders for (name of contract).
Please find enclosed an Invitation to Quote/Tender. If you are interested in providing the above (goods / services) please complete the attached documentation and return to:
(name and address )
By (time and date for return) 
If you have any questions regarding the enclosed documents, please do not hesitate to contact (contact name) on (external telephone number including STD code) (email address).

Yours sincerely

(name of officer

job title

department)

