
Procurement Proposal for Goods Acquisition 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Company/Organization Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I am writing to formally propose the procurement of goods as detailed below to support our 

[specific project/stakeholder needs]. After thorough market research and consideration of our 

requirements, we have identified the following items: 

• [Item 1: Description, Quantity, Estimated Cost] 

• [Item 2: Description, Quantity, Estimated Cost] 

• [Item 3: Description, Quantity, Estimated Cost] 

The total estimated cost for the above goods is [Total Cost]. We believe that these items are 

critical for the successful execution of our [project/operation]. We have also attached the vendor 

proposal, including pricing, delivery timelines, and warranty information for your review. 

We kindly request your approval to move forward with this procurement, as we aim to ensure 

timely availability of these goods. Should you require any further information or clarification, 

please feel free to contact me at [Your Phone Number] or [Your Email Address]. 

Thank you for considering our request. We look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company/Organization Name] 

[Your Contact Information] 


