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[INSERT DEFENCE GROUP]

[INSERT DIVISION]

[INSERT ADDRESS]

[INSERT CONTACT DETAILS]
[INSERT RECIPIENT’S ADDRESS]
Note to drafters:  Drafters are to amend the first paragraph, as necessary, to align with the actual purposes for which the draft documentation is being circulated.
The purpose of this letter is to provide you, together with [INSERT DESCRIPTION OF OTHER RECIPIENTS e.g. ‘other shortlisted tenderers’ or ‘other interested industry representatives identifed by Defence’], with a copy of the draft [INSERT PROJECT REFERENCE AND DESCRIPTION OF DRAFT DOCUMENTATION BEING CIRCULATED] (draft documentation) for the purposes of your review and to provide written comments and feedback to Defence.  

[In particular, Defence seeks your feedback on [IF REQUIRED, DRAFTERS SHOULD IDENTIFY ANY PARTICULAR PART(S) OF THE DRAFT DOCUMENTATION BEING CIRCULATED ON WHICH FEEDBACK IS REQUESTED AND/OR INSERT ISSUES/QUESTIONS ON WHICH INDUSTRY INPUT IS SOUGHT. IF MORE SPACE IS REQUIRED, THESE MATTERS SHOULD BE OUTLINED IN AN ANNEX TO THE LETTER]. [THIS PARAGRAPH SHOULD BE DELETED IF NOT REQUIRED]].
This draft documentation is provided to your company on the following basis:
· release of the draft documentation does not constitute a representation by the Commonwealth that any final version of the documentation will be the same or similar to the version released with this letter (or released at all).  The draft documentation remains under development and is subject to change, at any time and without notice;
· the draft documentation must only be used for the purposes of review and comment to Defence.  If you wish to provide a copy of the draft documentation to a third party (including any related company or potential teaming partner), you must obtain the prior approval of the Contact Officer listed below; 

· Defence may retain, use or disclose (on a de-identified and non-attributable basis) any comments or feedback provided by you on the draft documentation (response) to assist with the planning or progression of the [INSERT NAME OF THE PROJECT] (including further development of the draft documentation).  Defence may agree to obtain appropriate confidentiality undertakings from a third party prior to disclosure of your response to that party.
· Defence may choose not to accept or agree with your response (in whole or part).  Defence is under no obligation to provide reasons and you are not entitled to enquire into the basis or rationale for Defence’s decision; 

· the submission of a response does not entitle, qualify or disqualify your company (or any other party) from being invited to participate in any further industry engagement activity or Defence procurement process; and  
· the decision to submit a response is a matter for your company.  You are under no obligation to respond and any response is submitted on a voluntary basis in accordance with the terms of this letter and at your company’s sole cost and risk. 
Option:  For when classified material forms part of the draft documentation.

The following documents are classified as follows:

[DRAFTER TO INSERT LIST OF RELEVANT DOCUMENTS AND THEIR CLASSIFICATION].

Separate arrangements for the provision of or access to classified material will be made.  Requests to receive or access the documents are to be made in writing to the Contact Officer listed below. 
Defence appreciates any comments or feedback provided by your company and requests that your response is submitted in writing to the Contact Officer listed below on or before [INSERT RESPONSE DATE]. 
If you have any queries or need further information please contact:
[INSERT DETAILS OF CONTACT OFFICER]
Yours sincerely

[INSERT RELEVANT SIGNATORY]
[INSERT DATE]
Enclosures:
A.
[INSERT]
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