Vendor Approval Reminder
Dear [Vendor Name],

This is a friendly reminder regarding the pending documents required for your vendor approval
process. We appreciate your cooperation in submitting the necessary documentation at your
earliest convenience.

Required Documents:

o Company Registration Certificate
e Tax Ildentification Number
e Insurance Certificates

o References from Previous Clients

Please submit the documents by [Submission Deadline Date] to ensure a smooth approval
process. If you have already sent the documents, please disregard this message.

Thank you for your attention to this matter. If you have any questions, feel free to reach out.
Best regards,

[Your Name]

[Your Job Title]

[Your Company Name]
[Your Contact Information]



