Date: [Insert Date]

[Supplier Name]

[Supplier Address]

[City, State, Zip Code]

Dear [Supplier Contact Name],

We hope this message finds you well. As part of our ongoing commitment to quality and
compliance, we are reaching out to inquire about your company's qualifications as a potential

supplier for [insert specific products/services].

To proceed with our evaluation, we kindly request that you provide us with the following
information:

o Company profile, including years in business and industry experience.
o Certifications and accreditations (e.g., ISO, ANSI).
« References from current or previous clients.
o Details of your quality control processes.
e Any relevant financial information.
We appreciate your cooperation and look forward to your prompt response by [insert response
deadline]. Should you have any questions, please do not hesitate to contact us at [insert your
contact information].
Thank you for your attention to this matter.
Sincerely,
[Your Name]
[Your Position]

[Your Company]

[Your Contact Information]



