
Procurement Proposal 

Date: [Insert Date] 

To: [Supplier's Name] 

[Supplier's Address] 

[City, State, Zip Code] 

Dear [Supplier's Name], 

We are writing to formally propose a procurement arrangement with your esteemed company for 

the sourcing of [Product Name]. As a reputable provider in the industry, we believe that a 

partnership with your organization will significantly benefit our operations. 

Product Details 

• Product Name: [Insert Product Name] 

• Specifications: [Insert Specifications] 

• Quantity: [Insert Quantity] 

• Delivery Timeline: [Insert Delivery Timeline] 

Pricing and Terms 

We are looking for competitive pricing arrangements in line with our budgetary constraints. 

Kindly provide a quotation, including any applicable discounts, payment terms, and delivery 

charges. 

Next Steps 

Please review our proposal and let us know your thoughts by [Insert Response Deadline]. We are 

keen to establish a mutually beneficial relationship and look forward to your prompt response. 

Thank you for considering our proposal. We are excited about the possibility of working 

together. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 



[Your Email] 

[Your Phone Number] 


