
ON LETTERHEAD
Date

Primary Contact
Relevant State Department that Has Responsibility Over Procurement
Number and Street
City, State  Zip
Dear Primary Contact:
Our Company Name wishes to purchase products and services from Name of Triple-S Distributor, a participating Name of State vendor holding an Name of State business license, through the Purchasing Cooperative of America (PCA) contract PCA-OD-305-20 ATC-TS, Janitorial Products, Equipment, and Related Items.
PCA contracts are awarded by a model awarding agency based on Texas contracting and competitive bid requirement laws.  
PCA utilizes an open, transparent, and robust competitive bidding process to ensure that vendors are selected as required by Name of State procurement law and regulations (if you know the exact state purchasing code reference, please include it here).  Further, while these products and services are not available thru the state purchasing program at this time, they are available from Name of Triple-S Distributor at a price equal or less than that on the state purchasing program.
Please review the competitive bid process utilized by PCA, and, per your review, approve Our Company Name purchase of products and services from Name of Triple-S Distributor.

If additional information is required, please contact us at Company Contact Name, Phone Number and Email Address.
Sincerely,

Printed Name, Title

