
Welcome to [Your Company Name] 

Dear [Supplier's Name], 

We are excited to welcome you as a valued supplier to [Your Company Name]. Your partnership 

is essential to our continued success, and we look forward to working together. 

Enclosed with this letter, you will find our Supplier Welcome Package that includes: 

• A copy of our Supplier Guidelines 

• Contact information for our procurement team 

• Our terms and conditions 

• Payment and invoicing procedures 

Please review the enclosed materials to familiarize yourself with our processes. Should you have 

any questions, do not hesitate to reach out to us at [contact email/phone number]. 

Once again, welcome to the [Your Company Name] family. We look forward to a mutually 

beneficial partnership. 

Best Regards, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


