
Effective September 2025 

XYZ Company Letterhead (Your company letterhead) 
Anywhere, USA 

 
 
 
 
Company Name 
Company address 
(Phone Number) 
 
Date: 
 
United States Department of Agriculture 
Agriculture Marketing Service 
USDA, AMS, Commodity Procurement Program 
1400 Independence Ave. SW 
Washington, D.C. 20250 
202-720-4517 
 
 
To USDA/AMS Commodity Procurement Program: 
 
The intent of the company letter is to introduce your company and demonstrate your capacity to meet the needs of 
USDA programs. The company letter must be on company letterhead and signed by a principal of the company.   
 
You must select only ONE specification (e.g., canned vegetables, yogurt products, shell eggs) for your application.  New 
vendors may undergo a probationary period during which they are awarded 10 truckloads or equivalent as determined 
by the Contracting Officer.  Once half of this volume has been delivered, the probationary period may be lifted.  Once 
you complete the probationary period, your company can apply to supply additional products.  
 
The letter must: 

• Identify the  products you are interested in applying for, including pack sizes and capacity, under your ONE 
selected Commodity Specification or CRD; 

• Include a description of the company’s historical business experience, including the number of years these or 
similar products have been sold in the commercial marketplace or to other governmental entities; and 

• Describe your firm’s record of integrity and business ethics.  
• Resource: Purchase Summary Reports.  

 
 
Company Principal Representative Signature 
Company Principal Representative Signature Block (must be typed and have contact information) 
Title/Position of Company Principal Representative 
Company Name 
Email and Phone 
 
 
 

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ams.usda.gov%2Fselling-food%2Fproduct-specs&data=05%7C02%7CNewVendor%40usda.gov%7C048001b5f9f14c0235c908dd5766ef82%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638762822257788062%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=1AeIX4cM%2F7hMd%2Bdvt2RN0sUxr43KX%2BWp7YqW9se75l4%3D&reserved=0
https://www.ams.usda.gov/selling-food/international-procurement/commodity-requirements
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.ams.usda.gov%2Freports%2Ffood-commodity-purchasing&data=05%7C02%7CNewVendor%40usda.gov%7C29b6f25fa18f4e07709f08ddb32b0572%7Ced5b36e701ee4ebc867ee03cfa0d4697%7C1%7C0%7C638863720179363550%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=Vhhj3PniJj%2BwjvSIfujdcjyZeBwANnivkkzUpoUZc60%3D&reserved=0

