
Vendor Pricing Comparison Analysis 

Date: [Insert Date] 

To: [Recipient's Name] 

From: [Your Name] 

Subject: Vendor Pricing Comparison Analysis 

Dear [Recipient's Name], 

As part of our ongoing effort to obtain the best value for our procurement needs, we conducted a 

detailed analysis of vendor pricing for [product/service]. Below are the findings from our 

comparison: 

Vendor 
Product/Service 

Description 
Unit Price Discounts 

Shipping 

Costs 
Total Cost 

[Vendor 

1] 
[Description] 

[Unit 

Price] 
[Discounts] [Shipping] 

[Total 

Cost] 

[Vendor 

2] 
[Description] 

[Unit 

Price] 
[Discounts] [Shipping] 

[Total 

Cost] 

[Vendor 

3] 
[Description] 

[Unit 

Price] 
[Discounts] [Shipping] 

[Total 

Cost] 

Based on our analysis, [Vendor X] offers the most competitive pricing with significant savings in 

[specific area]. We recommend proceeding with [Vendor X] for our upcoming procurement 

needs. 

I look forward to your feedback on this analysis and any further discussions regarding this 

matter. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 


