Sample vendor letter
Send with: 1) producer questionnaire and 2) availability/price form










DATE
Dear Produce Vendor,








_____XY____SCHOOL DISTRICT is now accepting price quotes for fruits and vegetables for delivery to all ___________ public schools for the 2010/2011 school year.  

____XY___ SCHOOL DISTRICT is working with (non-profit group/extension office) to identify vendors that may have the ability to supply produce for school cafeteria meals throughout the XY SCHOOL DISTRICT. The (non-profit group/extension office), which helped us launch a pilot farm-to-school program at ________ grade school last year, provided your name as a potential supplier.

If awarded a contract by XY SCHOOL DISTRICT, vendor(s) may be asked to visit schools within the XY SCHOOL DISTRICT and present their product(s) to students and staff as an educational activity and interactive method of introducing farm-fresh produce within the cafeteria. All successful vendor(s) may be asked to meet with XY SCHOOL DISTRICT administration individually or collectively prior to delivery of produce and/or school presentations. All arrangements between XY SCHOOL DISTRICT and any successful vendor(s) regarding delivery schedules, ordering, payment and availability/seasonality of produce will be made during the above-mentioned meeting. XY SCHOOL DISTRICT reserves the right to award contracts to multiple vendors.

Enclosed are price and availability forms as well as a written questionnaire for you to submit to the Food Service Department at XY SCHOOL DISTRICT, should you wish to submit one. All quotes are to be delivered in a sealed envelope, with Produce Service clearly printed on the outside of the envelope. The quotes must reach the below address by noon on August 22, 2010 and be addressed to the attention of K.M. Quotes submitted by fax will not be accepted.

The enclosed form(s) must be submitted with your proposal.

Direct all responses, questions, and inquiries to:

Food Service Department

School District

Address
City, State, Zip
Phone
E-mail: 

Sincerely,

K.M.
