
Vendor Onboarding Welcome Letter 

Date: [Insert Date] 

[Vendor Name] 

[Vendor Address] 

[City, State, Zip Code] 

Dear [Vendor Name], 

We are excited to inform you that you have been approved to join our vendor network! We 

appreciate your interest in partnering with us and look forward to a mutually beneficial 

relationship. 

Next Steps in the Onboarding Process: 

1. Complete the attached Vendor Information Form. 

2. Provide a copy of your business insurance certificate. 

3. Submit any required compliance documentation. 

4. Review our vendor guidelines and policies. 

Once you have completed these steps, please return the documents to [contact email or mailing 

address]. We will review your submission and provide further information regarding the 

activation of your vendor account. 

Thank you for your cooperation. If you have any questions, feel free to reach out to us at [contact 

phone number] or [contact email]. 

Best regards, 

[Your Name] 

[Your Title] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 


