
[EXISTING OR EXPIRING CONTRACT]: i.e. 
 
[NAME] 
[POSITION] 
[COMPANY] 
[ADDRESS] 
[CITY, STATE, ZIP] 
 
Dear [NAME]: 
 
 Per our telephone conversation, this letter confirms our discussion.  As you may 
be aware, [NAME] has grown at a tremendous rate over the past few years.  
Consequently, [NAME] has created a strategic sourcing team.  I am a part of that group.  
[NAME] is considering strategic purchasing arrangements and evaluating the full 
spectrum of [CONTRACT]. 
 
 [NAME] may be interested in expanding the scope of its [CONTRACT] 
contracts.  Accordingly [NAME] may be interested in reviewing its current contractual 
arrangements and look at a more comprehensive supply agreement that could include 
other affiliates including but not limited to a joint venture known as “[JOINT 
VENTURE]”.  The joint venture agreement could significantly increase [NAME]’s 
purchase volume of [SUPPLIES]. 
 
 In order to be considered as a “supplier of choice”, your company would be 
requested to participate in a Request for Proposal (RFP) process.  During that process, we 
would obtain information and share information about our needs and your company’s 
ability to meet our long term goals and needs.  In order to participate in the RFP process, 
current contracts would have to be terminated by mutual agreement so that the bidding 
process will not be encumbered by existing agreements. 
 
 If your company is not willing to agree to the above condition, then [NAME] will 
continue to honor its current agreements, however [NAME] may not consider your 
company in the RFP process discussed above. 
 
 Attached to this letter is a form which states your company’s willingness to 
participate in the RFP process and terminates any existing contracts, if any, with your 
company.  The contracts, if any, would be terminated upon the commencement of the 
new agreement which would be awarded to the supplier of choice.  [NAME] will 
continue to purchase supplies during the RFP process under the existing agreement.  
Please respond to this letter no later than [DATE];  if I have not received the signed 
enclosure back before the above date, I will assume your company is not interested in the 
RFP.  A more detailed and formal RFP may be sent out to the companies that sign the 
enclosed letter of intent to participate in the RFP process. 
 

THIS LETTER ADVISES THE ADDRESSEE OF AN OPPORTUNITY TO BID 
ON FUTURE WORK OR SUPPLIES, IT DOES NOT CANCEL ANY EXISTING 
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AGREEMENTS NOR DOES THIS LETTER CONSTITUTE AN 
ANTICIPATORY BREACH OF ANY EXISTING AGREEMENT. 

 
 Thank you for your interest.  If you have any questions, please call me. 
 
========================================================== 

INSTRUCTIONS 
 
Please address to letter to the appropriate party. 
Send the letter by CCRM. 
Attach the letter of intent. 
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