[Agency Letterhead]
January 31st, 2023

Mr. Todd Herman
Procurement and Contracts
Department of Administration
900 SW Jackson, Room 451S
Topeka KS   66612


Dear Mr. Herman,

Pursuant to the provisions found in K.S.A. 75-37,102, I hereby request a designee change to the procurement negotiating committee.  The purpose of this committee is to secure a contract for [Enter Event Description] for the [Agency]. [Insert justification for change.] As a result, we request that [Insert Committee Member name], [Insert Committee Member name], and [Insert Committee Member name] be appointed to serv as the committee.

Thank you for your assistance with this important procurement effort.  


Sincerely,




