
<Organization Letterhead>
<Vendor contact name>

<Vendor name>

<Vendor details>
Date
Re: <Company name> proposal 
Dear <Vendor contact name>
Thankyou for your proposal to <Organization name> for the supply and implementation of <System name>. We appreciate the effort and input to date by your organization in assisting us with our selection process. 
We are writing to inform you that your proposal has not been successful. <Insert reasons here if required to> 
Should you have any questions with respect to this outcome, please contact <XYZ>, who will be responsible for providing feedback to unsuccessful bidders. <XYZ> can be contacted on <work telephone number> or at <work email>.

Thank you.
Regards

