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Business Memo
Memorandum

To:         John Smith	
From:      Donald
Date:   Jan 17, 2021
Subject: 	Vendor Selection Criteria

The purpose-designed for this memorandum is to establish a recommended selection criterion for vendors. Understand as you can, our company has been operating at the highest level of cost and quality. This is why we need vendors who are willing to support us in managing certain quality levels and giving the best price (Chandra et al., 2018). Whenever the selection of vendors at all levels of operations is required, the following considerations are recommended: -
The amount of time in business should be at least five years.
The organization should be able to provide and well established to enhance the services need reliability. 
The supply of products should be made readily available. 
Our services and products are needed regularly. A vendor with supply issues will be affecting our ability to enhance smooth supply to our customers. This is a critical factor to consider when selecting a possible vendor.
The vendor should be flexible.
We are flexible with customers in need of vendors for specified reasons. There should be very minimal penalties when changing orders (Williams et al., 2018). We need to be keeping financial impacts possibly down to minimize when selecting vendors. 
Price
There should be a program that promotes discounts when services and goods are traded. There should be an ability to negotiate prices basing on quantity. There should be an ability to enhance price matching. This will ensure our customer maximize their profits and gets the best. Your ultimate goal should always be at the maximum value at the lowest possible cost. To accomplish that, you require to get more than a single bid. 
They should have a strong program put in place.
We need to ensure we rely on them to get the services and products required in the shortest amount of time possible. We have deadlines and schedules, and therefore, we consider this imperative to achieve whatever we need.
[bookmark: _GoBack]Product support and warranty
Vendors should be standing by the services and products as long as we stand by ours. The vendors should be ensuring that they attain technical services that support their services and set warranty systems to enhance the replacement (Chandra et al., 2018). 
There are a least recommendations to select vendors. In Cigna company, a great job is done through selection criteria, and it is vital to note a few of them. Regarding their websites, they seek suppliers who support strategic objectives and goals while managing the costs. Cigna supplier and sourcing management evaluate suppliers' best value, emphasizing quality delivery, total cost, management expertise, and innovation to reach Cigna's requirements. 
At Cigna, suppliers are checked depending on their capabilities to get the following criteria’s: -
· Supplier Competence Compliance with other specifications.
· Customer Service
· Capability
· Innovation
· Past Performance
· The total cost of best value and ownership
The Vendor selection process can be challenging and emotional, but we can follow the said recommendations until we can follow the said recommendations. This will facilitate protect our brand by maintaining and controlling cost consistency across all the sites since we understand that we are using the vetted vendors. 

Best Regards, 
Thomson 
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