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c/o Enter Agency Name




Insert agency mailing address




Insert City, State and Zip
October 17, 2002
Enter Vendor Contact, Vendor Name and complete mailing address
RE:  V.A.L.U.E. PARTICIPATION REPORT

Dear Enter Vendor Contact:

Your firm was awarded the bid for Enter Commodity and reference bid items if not all.  As indicated in the terms and conditions, we are requesting that you provide a list of all agencies that purchased from your firm at the prices quoted in your bid response.  

Providing this report will help us to continuously improve our bid process by assuring agencies who were part of the original bid process are procuring from the awarded vendor, and to make sure other agencies who “piggy-backed” are included in the next bid process.

Please submit the report to my attention at the above address within five working days.  If you have any questions, or need additional information, please feel free to contact me.  

Thank you for your interest in doing business with the V.A.L.U.E. participants.

Sincerely,

enter name, hit return,enter title, hit return and enter agency name
Exhibit I - Agency Participation Report Request
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