
Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Supplier Name] 

[Supplier Company] 

[Supplier Address] 

[City, State, Zip Code] 

Dear [Supplier Name], 

I hope this message finds you well. We are currently in the process of reviewing our supplier 

partnerships and would appreciate your assistance in providing us with some background 

information about your company. 

Specifically, we would like to request the following details: 

• Company history and ownership 

• Financial stability and creditworthiness 

• References from past clients 

• Certifications and compliance records 

We believe that understanding your company's background will help us both align our goals and 

strengthen our partnership. Please respond by [insert deadline date] if possible. 

Thank you for your cooperation. We look forward to your prompt response. 

Sincerely, 

[Your Signature (if sending a hard copy)] 

[Your Printed Name] 


