
Vendor Compliance Follow-Up 

Date: [Insert Date] 

To: [Vendor's Name] 

[Vendor's Address] 

[City, State, Zip] 

Dear [Vendor's Contact Name], 

I hope this message finds you well. I am writing to follow up on our previous discussions 

regarding compliance with our vendor requirements. 

As of [insert date], we have not yet received the necessary documentation to confirm compliance 

with our standards. This information is crucial for maintaining our partnership and ensuring that 

all transactions proceed smoothly. 

Please provide the required documents by [insert deadline], or let us know if you need any 

assistance in fulfilling these requirements. We value our relationship with you and hope to 

resolve this matter swiftly. 

Thank you for your attention to this important issue. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


