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[bookmark: Text1][TODAY'S DATE (MONTH, DAY YEAR)]

[bookmark: Text2][bookmark: Text3][bookmark: Text6][VENDOR CONTACT]					VIA EMAIL TRANSMISSION
[VENDOR BUSINESS NAME]				EMAIL: [VENDOR CONTACT EMAIL]
[bookmark: Text4][VENDOR STREET ADDRESS]
[bookmark: Text5][VENDOR CITY, STATE ZIP]

[bookmark: Text9][bookmark: Text8][bookmark: Text7]RE: ITB/RFP # [EVENT #] [EVENT TITLE]

[bookmark: Text10]Dear [VENDOR CONTACT]:

[bookmark: Text11][bookmark: Text18][bookmark: Text12][VENDOR]’s Bid/Proposal, submitted in response to the above-referenced ITB/RFP, has been received and found non-responsive for the following reasons:  

1. [bookmark: Text13]Non-responsive reasoning...

2. [bookmark: Text14]...more reasoning...

3. [bookmark: Text15]...and even more if needed.

[bookmark: Text16][bookmark: Text19][VENDOR]’s bid/proposal is deemed non-responsive and will receive no further consideration.  Please note that the list provided above may not be exhaustive; and that failure to meet even one mandatory requirement would result in a finding of non-responsiveness.

[bookmark: Text25][bookmark: Text26]For additional information, the DOP contact is [YOUR NAME], [YOUR PHONE #].

[bookmark: Text17]We appreciate [VENDOR]’s interest in supplying the needs of the State of Idaho.

Sincerely,



[bookmark: Text23][YOUR NAME]
[bookmark: Text24][YOUR TITLE]
Division of Purchasing

cc: File
[bookmark: _Hlk133928950][bookmark: _Hlk133928951]“We serve Idaho by promoting responsible government through expert customer support.”
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