Email sent to Procurement officer:


From: nao@knightscbi.com
To: procoff@knightscbi.com
Date: 15/02/2023   Time: 10:00am
Subject: Construction Contract Suppliers

Dear Procoff

I hope this email finds you well. I am writing to request clarification regarding the approved list of suppliers for our residential construction projects. As a member of the construction team, I understand the importance of sourcing high-quality materials and products from reliable suppliers in order to ensure the success of our projects

Following our meeting today, I understand the approved list of suppliers was created based on a combination of factors and as per our Policy and Procedures. These included the supplier's past performance on previous projects, their reliability and delivery timelines, the quality of their products, and their ability to provide competitive pricing and that your team also conducted extensive research and vetting to ensure that each supplier on the list met our standards for quality and professionalism in addition to our selection criteria.

I would like to confirm our list as below for our current project under discussion:

	CONTRACTOR/SUPPLIER *relabelled for confidential reasons
	CONTACT DETAILS

	ABC
	0123

	DEF
	1456

	Gro
	0789



It is great to know that they fulfilled our criteria as follows:

1. Quality: The quality of the materials and services provided by the supplier is crucial in ensuring that the project meets the desired standards and specifications.
2. Reliability: The reliability of the supplier is important to ensure that materials are delivered on time and according to schedule.
3. Price: The cost of materials and services is a significant factor in selecting a supplier, as it impacts the overall project budget.
4. Reputation: The reputation of the supplier in the industry, as well as the satisfaction of previous customers, can provide insight into the quality of their products and services.
5. Availability: The availability of the supplier's products and services is essential to ensure that the project is not delayed due to material shortages or other issues.
6. Customer service: Good customer service can help to ensure that any issues or concerns are addressed promptly and effectively.
7. Sustainability: The sustainability of the supplier's products and practices may also be a consideration for some residential construction projects.

Regarding my query on addition of new suppliers, if suggestions or recommendations, are provided, for suppliers that could offer high-quality products and services. We understand that any new suppliers will be subject to the same vetting process as the current approved suppliers.


Kind regards


NAO
Noreen Abu-Obeid
Cost Estimator/Contract Administrator
Mob: 0415818248
nao@knightscbi.com
Postal Address: Knights CBI, 123 Mystreet, Myland, QLD
Telephone 1234567
(LOGO)



Email Received from Director:


From: DirectOr@knightscbi.com
To: procoff@knightscbi.com
Date: 18/02/2023   Time: 3:00pm
Subject: Construction Contract Supplier 

Hi Procoff
I hope this email finds you well. I wanted to take a moment to express my gratitude for the hard work that you and your team put into creating the approved list of suppliers for our residential construction projects. The construction team greatly values the effort that goes into sourcing high-quality materials and products for our projects.
After reviewing the list of approved suppliers, I am pleased to inform you that I approve of the suppliers that have been selected. It is clear that you have taken great care in selecting suppliers based on their performance on previous projects, their reliability and delivery timelines, the quality of their products, and their ability to provide competitive pricing. I am confident that these suppliers will help us to continue to deliver exceptional results for our clients.
I also appreciate your willingness to consider new suppliers that may offer high-quality products and services. Please keep me informed of any changes or updates to the approved list of suppliers.
Once again, thank you for your dedication and hard work in creating the approved list of suppliers. Your efforts are greatly appreciated.

Kind regards


Direct Or
Managing Director

