
Request for Information 

Date: [Insert Date] 

[Your Name] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Recipient's Name] 

[Recipient's Title] 

[Organization's Name] 

[Organization's Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this letter finds you well. I am writing to request information regarding the public 

procurement policies implemented by [Organization's Name]. As [briefly explain your interest or 

involvement in public procurement, e.g., a researcher, a potential vendor, etc.], it is essential for 

me to understand the guidelines and procedures currently in place. 

Specifically, I would appreciate information on: 

• The overall public procurement framework used by your organization. 

• The policies regarding vendor selection and qualification. 

• Any recent updates or changes to procurement procedures. 

• Resources or materials available that provide further insight into your procurement 

practices. 

Thank you for your attention to this matter. I look forward to your prompt response. Please feel 

free to contact me at [Your Phone Number] or [Your Email Address] for any further information 

you may need to process this request. 

Sincerely, 



[Your Name] 

[Your Title, if applicable] 


