Standard form contract documents – Mini Minor Works

Sample Letter 01

Invitation to tender

User guidance

Guidance for preparing and using the Mini Minor Works (MMW) standard form including clause commentary and Sample letters, is provided on the buy.nsw website: https://info.buy.nsw.gov.au/resources/mini-minor-works. 
Instructions in the sample text below have been highlighted in yellow. If highlighting is not visible, go to File/ Options then click on the Display tab, tick the ‘show highlighter marks’ check box and click the OK button. These letters also contain options. Guidance on the options is provided in red text. Delete all red text and highlighting after drafting the letter..

Sample text for letter to tenderers

	» insert the date
The Manager,
» insert the tenderer’s company name
» insert the tenderer’s address 
Dear Sir/Madam,

» insert the Contract name
RFT/Contract No. » insert the RFT/Contract No.
Invitation to Tender

Your company is invited to tender for the above-mentioned work.

Tenders must be lodged in accordance with the Tender Conditions in the attached tender document.

Any queries regarding this tender are to be referred to the contact person, » insert the name of the contact person, telephone » insert the contact person’s telephone number.

Yours faithfully,

» insert the name of the person issuing the letter
» insert the person’s position title



