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Buyer Pty Ltd 

115 High Street Road 

  Melbourne VIC 3000 

 

6 March 2015 

Operations Manager 

Widget User Pty Ltd 

551 Pond Drive 

Adelaide SA 5000 

 

SUBJECT: Request for Site Visit Regarding Your Widgets Incorporated Installation 

Dear Mr Tang 

Thank you for agreeing, during our telephone discussion this morning, to participate in a site visit regarding 

your comprehensive installation of Widgets Incorporated. 

As discussed, we will fly in from Melbourne for the day and hope to visit another Adelaide company during the 

afternoon. It would be greatly appreciated if we could begin our visit with Widget User Pty Ltd at or as close as 

possible to 9am. 

By the end of this week, I will forward to your email address a detailed agenda for the meeting which will 

include the following information to assist in setting the context for the discussions: 

 The list of participants from our company and their roles in this procurement event 

 The type and size of the solution for which Widgets Incorporated has been identified as one of our 

leading bidders 

 A list of pre-prepared questions to indicate the types of information our assessors wish to discuss with 

you and your team and what we are hoping to witness while we are there 

The following points needs to be considered please: 
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