
Vendor Database Update Request 

Dear [Vendor Name], 

We hope this message finds you well. As part of our commitment to maintaining accurate and 

up-to-date records, we are reaching out to solicit your assistance in updating our vendor 

database. 

We kindly ask you to review the information we have on file for your company and provide any 

necessary updates. The information we currently have includes: 

• Company Name: [Current Company Name] 

• Contact Person: [Current Contact Person] 

• Email: [Current Email] 

• Phone Number: [Current Phone Number] 

• Address: [Current Address] 

Please respond to this email with any changes or confirm that the information listed is still 

correct by [Deadline Date]. Your prompt response will help us ensure that we have the most 

accurate information for our records. 

Thank you for your cooperation. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


