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DATE

CONSUMER NAME

ADDRESS

CITY, NE  ZIP

Dear CONSUMER,

I am writing to give you an update on your project.

I have sent the information to the following vendor(s) and asked that they submit a quote for the PROPOSED EQUIPMENT:

	VENDOR 1
	VENDOR 2

	VENDOR 3
	VENDOR 4


The due date for these quotes is DATE.  No work should be started until the vendor receives written authorization.  Equipment provided prior to that time cannot be paid for.  If you have any questions, please contact me, not the vendors, at ###.###.####. 

Sincerely,

TECH SPEC NAME

Technology Specialist

