
Introduction to New Vendor 

Date: [Insert Date] 

[Vendor Name] 

[Vendor Address] 

[City, State, Zip] 

Dear [Vendor Name], 

We are pleased to introduce ourselves as [Your Company Name], a [brief description of your 

company]. We are excited to explore potential opportunities to work together, and we believe 

your services/products could contribute significantly to our goals. 

At [Your Company Name], we value quality and innovation, and we are always looking for 

reliable partners who can help us enhance our offerings. We would like to learn more about your 

products/services and discuss how we can collaborate effectively. 

Please let us know a convenient time for a call or meeting. We look forward to your response 

and hope to build a mutually beneficial relationship. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


