Sample Letter

(To be typed in the School’s headed paper and

presented to a minimum of 5 Consultants)

Letter of Invitation

(Name and address of consultant)

Date
:


Our Reference
:

Dear Sirs,

Consultancy Services for

Engineer Inspection (EI) for Maintenance of Slopes/Retaining Walls
for Feature(s) No. _________________________________________*

You are invited to submit a lump sum fee proposal for the above consultancy.


Your submission shall be made in accordance with the following enclosed documents :-

(i) ‘Model Brief for Engineer Inspections for Maintenance for Private Slopes’ (Part 1 to Part 6) contained in Appendix C to Geoguide 5: Guide to Slope Maintenance (third edition 2003); and
(ii) A plan showing locations of the above features.

together with any specific details during your observations on the site.  Please ring me if you wish to have a site visit before you make fee proposal submission.


Your proposal should be submitted directly to my office at (School’s address*) in a plain sealed envelope on which should be marked only the address of the School and the heading, “Fee proposal for (heading*)”, before (time*), (date*).  Late submission will not be considered.


The School is not obliged to accept the lowest or any proposal made and accepts no financial liability for your costs in submitting a fee proposal.



Yours faithfully,



(Name of Principal)


For and on behalf of



(Name of School)

c.c.     CTA/SP, Subvented Projects Division, Architectural Services Department - w/e
           District School Development Officer, Education Bureau (Attn.: Name of Officer) – w/e
*To be filled in as appropriate
