
Vendor Profile Update Submission 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Company Name] 

Address: [Company Address] 

City, State, Zip: [City, State, Zip] 

Dear [Recipient's Name], 

We are writing to formally submit an updated profile for our company, [Vendor Company 

Name]. Please find the necessary details below: 

Vendor Information 

Company Name: [Vendor Company Name] 

Contact Person: [Contact Person's Name] 

Phone Number: [Phone Number] 

Email Address: [Email Address] 

Physical Address: [Physical Address] 

Updated Details 

Business Description: [Brief Description] 

New Product/Service Offerings: [Details] 

Payment Terms: [Terms] 

Please review the updated information at your earliest convenience. Should you need any further 

details or clarification, feel free to contact me directly at [Your Phone] or [Your Email]. 

Thank you for your attention to this matter. 

Sincerely, 



[Your Name] 

[Your Position] 

[Vendor Company Name] 

[Your Phone] 

[Your Email] 


