CONTRACT SALES VOLUME REPORT REQUEST
(March 2017)

[bookmark: _GoBack]This report can be requested when the contract is being renewed, extended, or rebid to obtain accurate spend information. 

You can customize your request to indicate the specific format of how you would like to receive the sales volume report.

Contact the State Procurement Office at 701-328-2740 or infospo@nd.gov for assistance or to provide suggestions. 

NOTE: DELETE ALL INSTRUCTIONS BEFORE PRINTING

STATE OF NORTH DAKOTA
AGENCY OR INSTITUTION NAME
ADDRESS
CITY, STATE ZIP

Date

Business Name 
Contact Person
Address
City, State Zip
Subject:  Sales Volume Report Request for Contract insert number and title

Dear Insert Name:

Your firm has contract insert number and title with the State of North Dakota.  The contract period is insert period start to insert period end.  

The contract requires that you provide a volume report (See insert contract section and title).  We would like the report to show the volume and total sales dollars purchased by state and local government entities under this contract for the period insert date range.  Please provide a breakdown of sales by agency in a Microsoft Excel format. (Option: you can insert specific details of how you would like the report to look).  

Please provide the report by insert date here.  Please feel free to contact me if you have any questions.  

Thank you for your service to the State of North Dakota.


Sincerely,

Insert name
Procurement Officer 
E-mail: Insert email 
Telephone: Insert number
TTY Users call: 7-1-1 




