07 Letter to Successful Company                                                                          
Use for down selection to one or more energy service companies (ESCOs) to do a Preliminary Assessment                             
Template 

Insert company name
Address 1 
Address 2
City, State  Zip Code
[bookmark: Text5]Reference:  (Use a number associated with NOO or date and location of site)
[bookmark: Text6]Congratulations, your company has been selected to conduct a Preliminary Assessment of the Agency name and site location in accordance with the Notice of Opportunity and the Expression of Interest referenced above.
[bookmark: Text7][bookmark: Text8][bookmark: Text9][bookmark: Text10]Please plan to attend a meeting between our Acquisition Team and the ESCO Name key personnel including the WEC Project Manager to plan the site energy assessment. The meeting will be held at Location of meeting at Time and time zone of meeting on Click here to enter a date. INSERT SPECIAL INSTRUCTIONS OR ADDITIONAL INFORMATION AS NECESSARY.
[bookmark: Text11]If the meeting date and time is not agreeable with ESCO Name’s Project Team, please advise Agency POC. Thank you for the interest and effort in your response to our Notice of Opportunity.
Sample
TO:  Mr. Joe Successful Offeror
        Winning Energy Company
         Any city, Any State
Reference:  Fort Raup Notice of Opportunity dated March 3, 2011; Winning Energy Company Expression of Interest dated March 24, 2011          
Congratulations,   your company has been selected to conduct a Preliminary Assessment of the Army facility, Fort Raup, located at 123 Noprotest Drive, Fort Raup, ZA 12345 in accordance with the Notice of Opportunity and the Expression of Interest referenced above.
Please plan to attend a meeting between our Acquisition Team and the Winning Energy Company’s (WEC’s) key personnel, including the WEC Project Manager to plan the site energy assessment. The meeting will be held in Building #13 Thursday, March 31, 2011 at 9:00am. Please check in with the Security Office located at Building #1 to obtain your security passes.  Prior to your visit, the Point of Contact  listed below will need a list of WEC’s staff attending the meeting. 
If the meeting date and time is not agreeable with WEC’s Project Team, please advise C.O. Farwetrust at (123) 555-12345. Thank you for the interest in the Notice of Opportunity for Fort Raup.
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