
Vendor Information Refresh Notice 

Date: [Insert Date] 

To: [Vendor's Name] 

Company: [Vendor's Company Name] 

Address: [Vendor's Address] 

Dear [Vendor's Name], 

We hope this message finds you well. As part of our ongoing efforts to maintain accurate and up-

to-date vendor records, we kindly request that you refresh your vendor information. 

Please take a moment to review and update the following information: 

• Company Name 

• Contact Person 

• Address 

• Phone Number 

• Email Address 

• Tax Identification Number 

We would appreciate it if you could provide the updated information by [Insert Deadline]. This 

will help us ensure that our records are accurate and facilitate smooth transactions in the future. 

Thank you for your prompt attention to this matter. Please do not hesitate to reach out if you 

have any questions or require further assistance. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


