
Vendor Details Request 

Date: [Insert Date] 

To: [Vendor Name] 

[Vendor Address] 

Dear [Vendor Contact Name], 

We hope this message finds you well. We are in the process of updating our records and would 

like to request some additional information regarding your company. 

Please provide us with the following details: 

• Company Name: 

• Contact Person: 

• Phone Number: 

• Email Address: 

• Business Address: 

• Tax Identification Number (TIN): 

• Bank Details for Payments: 

We appreciate your prompt attention to this matter and look forward to continuing our 

partnership. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


