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Decline letter template
Decline fast, decline honestly, decline forward. Send it within days of the decision, to the procurement contact and the client's project lead. Companion to the Thinking post "Decline well. It's worth more than a mediocre bid".
How to use it
1. Fast: withdrawing early does the client's procurement team a real favour. Send within a few days of the gate decision.
1. Honest: give the real reason, plainly. Current commitments, a capability gap on one part of the scope, a team you won't split.
1. Forward: say what would need to be true for you to bid next time, and who will stay in touch.
1. Log it: add the decline, the owner and a next contact date to your pipeline. The Go/No-Go Gate workbook has a decline log tab.
The letter
[Date]
[Name]
[Title], [Client organisation]
Dear [Name],
[Tender name and reference]
Thank you for inviting [company] to tender for [project]. After careful consideration we have decided not to submit a response, and we wanted to let you know now rather than at the closing date.
The reason is simple: [our delivery team for this region is committed to [live project] until [month and year], and we won't split that team or bid a team we couldn't stand behind / the [scope element] is outside what we can deliver to the standard you need / other plain, true reason].
We would very much like to work with [client] and are keen to be considered for future work. We would be well placed to bid [for projects starting after [date] / on packages that include [scope] / on an early works or advisory role that we could resource now].
[Name], our [role], will be your contact and will be in touch in [month] to hear how the project is going and what is coming up. If it helps in the meantime, we are happy to share [a relevant lesson, a capability statement, or a short conversation about the market].
Thank you again for thinking of us.
Kind regards,
[Name]
[Title], [Company]
[Phone]  [Email]
Lines to avoid
1. "Due to current workload we are unable to respond." It says nothing and sounds like a brush-off.
1. "We hope to be considered for future opportunities." Say which ones, and what would make you a strong bidder.
1. Anything that reads as a criticism of the client, the scope or the terms, unless you are asked for feedback.
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