Letterhead

Draft
M E M O R A N D U M

Date:

TO:

State Purchasing Officer
FROM:
(Agency Management)



(title)

RE:

File ____________________/RFP for _____________________________

I have reviewed the evaluation committee’s recommendation for award to (vendor) _____________________________ on the above referenced file and concur with their recommendation.

Upon issuance of an Intent to Award notice to (vendor), I understand that contract negotiations may be initiated.  As required, the contract will be submitted to your office for statutory approval.

Your assistance throughout this entire process is greatly appreciated.
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Example of a required document


Award recommendation letter from agency management to SPO








