
Vendor Subcontractor Engagement 

Guidelines 

Date: [Insert Date] 

To: [Vendor/Subcontractor Name] 

From: [Your Company Name] 

Subject: Vendor Subcontractor Engagement Guidelines 

Dear [Vendor/Subcontractor Name], 

We are pleased to engage your services for the upcoming project. This letter outlines the 

guidelines and expectations to ensure a successful collaboration. 

1. Scope of Work 

Please refer to the attached document outlining the specific tasks and deliverables expected from 

you. 

2. Compliance and Regulations 

Ensure compliance with all relevant laws and industry standards. 

3. Communication 

Maintain open lines of communication with our project manager, [Project Manager Name], at 

[Contact Information]. 

4. Payment Terms 

Payment will be processed as per the agreed terms detailed in the contract. 

5. Confidentiality 

All information shared during the engagement must be treated as confidential. 

We look forward to a fruitful partnership! 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company Name] 

[Contact Information] 


