
Date: [Insert Date] 

[Vendor's Name] 

[Vendor's Address Line 1] 

[Vendor's Address Line 2] 

[City, State, Zip Code] 

Dear [Vendor's Contact Name], 

We hope this letter finds you well. As part of our ongoing vendor assessment process, we are 

committed to ensuring financial stability and viability in our partnerships. To that end, we kindly 

request the following documentation: 

• Recent financial statements (last two years) 

• Credit rating information 

• Current tax documentation 

• Any relevant industry reports or assessments 

Your cooperation in providing these documents by [Insert Deadline Date] would be greatly 

appreciated. This information is crucial for our evaluation and will help us maintain a successful 

and sustainable relationship moving forward. 

Thank you for your attention to this matter. Please do not hesitate to contact us if you have any 

questions or require further clarification. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[Your Phone Number] 

[Your Email Address] 


