Print on project letterhead



Date

Ref: reference number for the consultancy

Consultants name
Consultants address

E-mail: 
Tel: 

Dear consultant,

CONSULTANCY FOR ……………………………….

Reference is made to your expression of interest to undertake the consultancy for ………………………………….. I am pleased to inform you that your application was successful.

As a result (insert project name) would like to formally offer you the contract at a fixed total contract amount of ……….United States dollars (USD ………), subject to your acceptance of the conditions stipulated in the attached draft contract. If you accept this offer, please send a formal signed letter of acceptance to the undersigned.

We look forward to hearing from you so that the assignment may start without delay.

Sincerely,



Authorized Person (authorized to sign contracts)
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