
Introductory Note for Vendor Relations 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Dear [Vendor's Name], 

I am writing to introduce myself and to express our interest in exploring potential opportunities 

for collaboration between [Your Company Name] and [Vendor's Company Name]. As [Your 

Position] at [Your Company Name], I believe that your services/products align with our goals 

and can greatly enhance our operations. 

At [Your Company Name], we are committed to [briefly describe your company's mission or 

values]. We are always on the lookout for partners who share our vision and can contribute to 

our success. 

I would appreciate the opportunity to discuss how we can work together. Please let me know 

your available times for a meeting or a call. I look forward to hearing from you soon. 

Thank you for considering this opportunity. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 


