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December 3, 2013 


Insert Date
MACROBUTTON NoMacro [Click here and type recipient’s address]
Dear Sir or Madam:
The (insert department name) Department at Montana State University – Bozeman,
 herein referred to as MSU-Bozeman, is interested in (describe product).  We are conducting market research and are inquiring as to whether your company would be interested in providing a product demonstration.  The product demonstration would be provided as a one-time demonstration or your company would agree to provide the product to our department on a no-cost, trial basis for (insert # days) days.  

Please note that in the event your company decides to provide a product demonstration, the costs incurred by your company to provide the product demonstration shall be the sole responsibility of your company.  MSU-Bozeman will not be liable for any costs associated with the product demonstration, such as shipping, installation and set-up, training, travel, etc.  Changes to the terms of this agreement will not be accepted.  MSU-Bozeman will not be responsible for damages to the product while in our possession, unless caused by the sole negligence of MSU-Bozeman.  Finally, your participation in any demonstration does not imply or guarantee that a contract award for this product will be forthcoming from the University.

Please contact (insert name) if your company is interested in participating in our market research and product demonstration.  If you are in agreement with these understandings, please endorse this letter and return to Procurement Services, MSU-Bozeman, PO Box 172600, Bozeman, MT 59717-2600.  If you have any questions, please contact Brian O’Connor, Director of Procurement at (406) 994-3211 or contact (insert name) at (insert phone number).   We appreciate your consideration in this matter.   

Sincerely,
MACROBUTTON NoMacro [Click here and type your name]
MACROBUTTON NoMacro [Click here and type job title]
Demonstration vendor signature:__________________________


