



Our Ref:       

Your Ref: 

[DATE]

[ADDRESS]

Dear Sir 

XYZ COUNCIL FUNERAL SERVICE

I have enclosed a copy of the Specification for the above service.

This service forms an important part of the Council’s Equal Opportunity and Social Inclusion policies, therefore, I would urge you to carefully look through the specification and price it accordingly bearing in mind that it has been set up purely for those who want a low cost fixed price funeral option.  

XYZ Council will produce a leaflet, which will be used solely to promote this service, and further advertisements may be placed in [Local Newspaper] or other publications. The Funeral Director who would be providing this important service could expect to achieve in excess of [Number] funerals per annum, under the terms of this contract.  

Please return the tender no later than [Time and Date].  As the identity of the sender must not appear on the return envelope, please use the envelope provided.  Also please enclose a copy of your company’s current price list. 

Please note that I am unable to accept any tenders that make amendments to the enclosed specification. 

If you should have any questions regarding the specification, please do not hesitate to contact [Contact details of appropriate person]

Yours sincerely 

PLEASE REPLY TO: Bereavement Services, Thornhill Cemetery & Cardiff Crematorium, Thornhill Road, Rhiwbina, Cardiff. CF14 9UA

Tel: 029 2054 4820    Fax: 029 2054 4848  www.cardiff.gov.uk

