Vendor Compliance Documentation
Reminder

Dear [Vendor Name],

This is a reminder regarding the compliance documentation required for our records. As of
[date], we are still missing the following documents:

o [Document 1]
e [Document 2]
e [Document 3]

Please submit the requested documentation by [deadline] to ensure continued compliance with
our vendor standards.

Thank you for your prompt attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company]
[Contact Information]



