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(date)

(name)

(company)

(address)

(address)

Dear (name):

We are planning to implement a prime vendor program and would like to invite your company to submit a proposal. The relationship we have in mind is a year-long non-contractual agreement that can be canceled at any time by either party.

The enclosed Market Basket Quote Sheet outlines the specifications and the average weekly usage of our principal products.  Assuming that your company was the prime vendor and that we purchased the amounts indicated, please extend each item based on the invoice price we could expect as of (choose a date in the 4-7 days). In addition, please provide the formula by which you would set the price (cost plus a percentage or cost plus a fixed amount per unit) over the term of the prime vendor relationship.

To help you calculate the cost to service our account, I have included a Prime Vendor Information Sheet that outlines the parameters we expect in dealing with our prime vendor.

Your quotes should represent your best-price bids. There will be no additional negotiation on prices or pricing formulas prior to awarding the prime vendor designation. In the event that actual purchases differ from our projected usage by more than 20% (up or down), I expect that the price quotes and formulas would be subject to renegotiation.

If you are interested in being considered for selection as our prime vendor, please complete the enclosed information and return it to me no later than the close of business (date). In addition to the weekly order quotes, your response should also outline the method to be used to audit adherence to the pricing formulas during the term of the agreement.  We hope to announce our selection by (date) and initiate the prime vendor program on (date). Please call me if you have any questions.

With best regards,

(your name)

(title)

