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DigitalEdge
VENDOR REQUEST FOR REDUCTION IN ADMINISTRATIVE FEE
CONTRACT #ESD112-DE-10


DATE:	<Put the date here>
TO:	Joe Shorthouse, Bid Administrator, DigitalEdge
FROM:	<Put your name and company here>
RE:	Request for a One-Time Reduction in the Administrative Fee

Background and Instructions: When a purchaser is going to conduct a single transaction (on a single purchase order) that will exceed $50,000 in products, the Awarded Vendor may submit a written request to the Bid Administrator seeking a reduction in the administrative fee. The request will be forwarded on to the Program Director for review. If you are seeking a reduction in the administrative fee, complete this form with all requested information, and submit this to Joe Shorthouse at joe.shorthouse@esd112.org. 

Please Note: The DigitalEdge staff will need a minimum of five (5) business days to evaluate your request and render a decision. Please keep that in mind as you work with your purchaser to meet their deadline for procurement of the equipment. Thank you!


	Today’s date
	

	Awarded Vendor’s company name
	

	Company representative
	

	Name of purchaser (organization)
	

	Purchaser contact name
	

	Purchaser contact phone and e-mail
	

	Procurement deadline
	

	Specific products and quantities needed
	

	Anticipated purchase amount (total)
	

	Is this purchase on a single transaction?
	

	Requested reduction in administrative fee
	

	Reason the reduction is warranted
	

	What contributions / sacrifices are you willing to make to assure this sale? Include reductions in YOUR company’s margins, complimentary contributions of equipment (and their value) provided to the purchaser that is pertinent to this transaction, etc. All contributions must be pertinent to one of these four categories.
· Awarded equipment
· Awarded supplies and accessories
· Awarded warranties and maintenance
· Awarded network components
Please Note: Other bidder reductions or contributions will not be considered.
	




The following section is to be filled in by the DigitalEdge Program Director.

	
	Approved.
This form has been completed in its entirety. The anticipated purchase will be on a single transaction and will exceed $50,000. The request demonstrates sound justification for a reduction in the administrative fee for this transaction. The Vendor has also demonstrated a willingness to reduce the purchase price of the product(s) accordingly. 

	
	Denied.
Your request for a reduction in the administrative fee has been denied due to the following reason(s):
____ This form has not been submitted correctly or completely. 
____ The anticipated purchase is not on a single transaction.
____ The anticipated purchase does not exceed $50,000.
____ The Vendor has not demonstrated a sound justification for a need to reduce the administrative fee for this transaction.
____ The Vendor has not demonstrated a willingness to reduce the purchase price of the product(s) accordingly.
____ Other: 



Evaluator Comments:



















	Signed
	
	Date
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