
Supplier Information Inquiry 

Date: [Insert Date] 

To: [Supplier Name] 

Address: [Supplier Address] 

Email: [Supplier Email] 

Phone: [Supplier Phone] 

Dear [Supplier Contact Person], 

I hope this message finds you well. We are currently conducting a review of our supplier 

database and would like to request some information regarding your company. 

Please provide us with the following details: 

• Company Registration Number 

• Tax Identification Number 

• Bank Details 

• Contact Information for Key Personnel 

• Product/Service Offerings 

• Certifications and Compliance Documents 

This information will help us ensure our records are up to date and facilitate ongoing 

collaboration. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


