
Healthcare Supplies Purchasing Plan 

Date: [Insert Date] 

To: [Recipient's Name] 

Position: [Recipient's Position] 

Company: [Recipient's Company] 

Address: [Recipient's Address] 

Dear [Recipient's Name], 

We are writing to outline our proposed purchasing plan for healthcare supplies for the upcoming 

fiscal year. As a part of our effort to enhance patient care and ensure efficiency in our medical 

practice, we have conducted a thorough analysis of our current inventory and projected needs. 

1. Objectives 

• Ensure availability of essential medical supplies. 

• Optimize procurement costs. 

• Enhance supplier relationships. 

2. Required Supplies 

Item Quantity Estimated Cost 

Medical Masks 500 $200 

Hand Sanitizer 200 $100 

Gloves 1000 $300 

3. Budget Overview 

The total estimated budget for the proposed healthcare supplies is $600. 

4. Timeline 

We plan to initiate the purchasing process by [Insert Start Date] and expect to complete orders by 

[Insert End Date]. 

5. Conclusion 



We believe that this purchasing plan will significantly improve our ability to provide quality 

healthcare. We look forward to your feedback and are eager to discuss this further. 

Thank you for your attention. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


