
Vendor License Renewal Request 

Date: [Insert Date] 

To, 

Licensing Department 

[Insert Company/Organization Name] 

[Insert Company Address] 

[Insert City, State, Zip Code] 

Subject: Request for Vendor License Renewal 

Dear [Recipient's Name], 

I hope this message finds you well. I am writing to formally request the renewal of our vendor 

license, which is set to expire on [Insert Expiration Date]. Our company, [Your Company 

Name], has been a proud vendor with [Licensing Organization] since [Insert Year]. 

We have consistently complied with all requirements and regulations, and we look forward to 

continuing our partnership. Attached are the necessary documents required for the renewal 

process, including [List of Attached Documents]. 

Please let us know if there are any additional requirements or if further information is needed. 

We appreciate your assistance and prompt attention to this matter. 

Thank you for your continued support. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


