
Vendor Proposal Request for Office Supplies 

Date: [Insert Date] 

To: [Vendor Name] 

[Vendor Address] 

[City, State, Zip Code] 

Dear [Vendor Contact Name], 

We are reaching out to request a proposal for office supplies for our organization, [Your 

Company Name]. We are looking for a reliable vendor to provide us with quality office supplies 

to support our daily operations. 

We would appreciate it if you could provide us with a detailed proposal that includes: 

• Product catalog and pricing 

• Delivery timelines and options 

• Minimum order quantities and bulk pricing 

• Payment terms and conditions 

• Any promotional discounts or offers available 

Please submit your proposal by [Insert Deadline] to ensure timely consideration. 

Thank you for your attention to this request. We look forward to your prompt response. 

Best Regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


