Date: [Insert Date]

[Vendor Name]

[Vendor Address]

[City, State, Zip Code]

Dear [Vendor Contact Name],

We hope this message finds you well. Our organization is currently in the process of enhancing
our vendor database as part of our initiative to ensure we partner with capable and qualified
vendors. To this end, we would like to request your capability documentation.

We are specifically interested in the following information:

Company Overview

List of Services Offered

Relevant Experience and Case Studies

Certifications and Accreditations

Financial Stability Evidence
Client References

Please provide the requested documentation by [Insert Deadline]. Your timely response will be
greatly appreciated and will assist us in evaluating your company's qualifications for potential
partnership opportunities.

Thank you for your attention to this matter. If you have any questions or require further
information, please do not hesitate to contact me at [Your Contact Information].

Best regards,

[Your Name]

[Your Job Title]

[Your Organization]
[Organization Address]
[City, State, Zip Code]
[Your Phone Number]

[Your Email Address]



