
Vendor Compliance Check Reminder 

Dear [Vendor's Name], 

This is a friendly reminder regarding the upcoming compliance check scheduled for [Date]. We 

value your partnership and want to ensure that all necessary documentation and requirements are 

met to maintain our compliance standards. 

Please ensure that the following items are submitted by [Submission Deadline]: 

• [Document/Requirement 1] 

• [Document/Requirement 2] 

• [Document/Requirement 3] 

If you have any questions or need assistance, feel free to reach out to us at [Contact Information]. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


