
Vendor Price Comparison Report 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Vendor Price Comparison for Procurement Strategy 

Dear [Recipient's Name], 

As part of our ongoing efforts to optimize our procurement strategy, we have conducted a 

comprehensive price comparison of various vendors for [insert the product/service]. The 

following table summarizes the findings: 

Vendor Name Price Delivery Time Quality Rating 

Vendor A $[Amount] [Delivery Time] [Quality Rating] 

Vendor B $[Amount] [Delivery Time] [Quality Rating] 

Vendor C $[Amount] [Delivery Time] [Quality Rating] 

Based on the comparison, it is evident that [insert your analysis and recommendation]. I 

recommend that we proceed with [Preferred Vendor] to ensure best value for our organization. 

Thank you for your attention to this matter. Please let me know if you have any questions or 

require further information. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


