
Letterhead of Contracting Authority 
[Restricted / open call for proposals] 
<Date>
<Name and address of the applicant>

Call for proposals: 
<Reference and title> 
Application ref.: 
<Number and title>
Dear Sir/Madam,
Thank you for submitting <a concept note / an application> for the above call for proposals. It has been given the above-mentioned application reference number. Please use this reference number in any correspondence regarding your application.
EITHER
[I am pleased to inform you that your <concept note / application> was submitted before the deadline and, further to the opening and administrative check, it will be evaluated in accordance with the procedure described in the Guidelines for applicants.
The above is without prejudice to any potential grounds for exclusion of your application which may be established during the further stages of the procedure]
OR
[However, I regret to inform you that your <concept note / application> was submitted after the deadline and cannot therefore be considered for further evaluation under the present call for proposals.]
OR
[However, I regret to inform you that the examination of your <concept note /application> under opening and administrative check revealed that it does not satisfy all the administrative criteria mentioned in <part 1 of Section II of part A "Concept note" of the application form / part 1 of Section V of Part B of the application form>. More specifically:<Specify administrative criteria not satisfied.>]
The above-mentioned criteria are without prejudice to other potential grounds for exclusion of your <concept note / application>.
Your <concept note / application> therefore cannot be considered for further evaluation under the present call for proposals.
I take this opportunity to thank you for your interest in participating in the present call for proposals and hope that the above information will assist in preparing for any future call published by the Contracting authority to which you may wish to submit an application.]
Yours faithfully,
<Name>

Chairperson
of the Evaluation Committee
2008 (update 01/12/09)
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