Welcome to [Your Company Name]

Dear [Vendor's Name],

We are excited to welcome you as a new vendor for [Your Company Name]! We look forward to
a successful partnership and appreciate your commitment to our organization.

Company Overview

[Your Company Name] specializes in [brief description of your company's services or products].
Our mission is [company mission statement]. We believe that our collaboration will greatly
enhance our service offerings.

Vendor Expectations

As a new vendor, we expect you to adhere to the following:

o Timely delivery of products/services
o High-quality standards
e Open communication and responsiveness

Next Steps

Please review the attached documents outlining our vendor guidelines and processes. We would
like to schedule an introductory meeting to discuss our partnership in more detail. Kindly let us
know your available times.

Thank you for joining us. We look forward to working together!
Best regards,

[Your Name]

[Your Position]

[Your Company Name]
[Contact Information]



