

[E] Award Email
Sample Email Notification to Winning Vendor 
*Modify highlighted language as appropriate*
I am pleased to inform you that after review and evaluation of the various proposals received in response to our TEBC E-Rate mini-bid, we have determined that your proposal offers the most cost effective solution and we are going to make an award to your company, subject to [obtaining school board approval, receipt of E-Rate funding approval] and issuance of a Purchase Order.
We request that you submit a formal and final price quote (this should be an official PDF quote with vendor logo) [note if there are any changes to component numbers, etc. and/or quantities from original response to mini-bid]. Please include the following language on the price quote:
· TEBC E-Rate mini-bid agreement for the term of: [use term in your ATTACHMENT A].  
· Agreement is contingent upon receiving E-Rate funding. Customer may opt to proceed with purchase in the absence of E-Rate funding, but agreement may be voided if E-Rate funding is not received.
Also attached to this email is the SMC Order Form (ATTACHMENT F). Please sign and date this form and return it to me as soon as possible, but no later than [insert date].
Please contact me if you have any questions.

**(Attach your completed ATTACHMENT F to the award email)
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