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Memo The Chief Executive Officer April 5, Choosing of Suppliers and Vendors

It comes to my knowledge that vendors and suppliers for various materials in

the company are required. The materials the company needs include office 

equipment among others. Given the many suppliers interested in the 

contract, there is the need to develop selection criteria that shall determine 

the best candidate for the contract. Selection criteria also enable the 

company to align its needs to the terms of the contract at hand. In essence, 

it eases the selection process by enumerating the qualities to be looked for 

in the supplier and/or vendor. 

The first criterion to be used is the reliability of the vendor or supplier. Their 

past records supplying for other companies should be viewed. This is to 

enable the company determine the risks at hand. If a supplier has a record of

giving excuses and not delivering the supplies on time, they should be 

discarded as quickly as possible. This is also to prevent falling behind 

schedule due to problems caused by a party external to the company. 

The second element in choosing a supplier is their experience especially in 

serving similar contracts. In essence, the focus should be selecting the very 

best of suppliers to meet the needs at hand. An experienced supplier would 

have many benefits to the company. First of all, the supplierwould provide 

the very best quality materials. Secondly, their experience would most likely 

make them efficient and thus the chances of a discount are high. 

The third aspect to consider in choosing the supplier is the costs demanded 

by the supplier. Every company focuses on the reduction of costs and thus 

such a contract should be aimed at the same. The supplier with the least 

costs but with the best quality should be chosen upon. 

The fourth element to base the choice upon is the amount of time available. 
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Given that time is more or less limited for all activities, the company that can

deliver the supplies required in the shortest time possible. This should 

consider the quality of supplies since the hurry could be an opportunity to 

deliver poor quality items. The last element is the future plans of the 

company. If the company aims at a continued contractwith the supplier, a 

strict set of requirements should be used since all the company should focus 

on is obtaining the best supplier both in terms of quality and reliability. 

In conclusion, it is you, as the chief executive of this company, should 

endeavor at ensuring that the supplier given the deal is the best as 

stipulated by the conditions of the contract at hand and the goals of the 

company. With a strong trust in your abilities, I give the above 

recommendations with the company’s goals inspiring the choices. Such is 

the criteria based upon by Apple Inc. Apple ensures that its suppliers do not 

provide poor quality supplies and on time. This ensures the end product by 

the company is the best on the market. 

Wishing you all the best. 
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