
Third-Party Vendor Communication 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Company Name] 

Subject: [Subject of the Communication] 

Dear [Vendor Name or Contact Person], 

We hope this message finds you well. We are reaching out to discuss [briefly state the purpose of 

communication]. 

[Provide any necessary details or context regarding the communication, including timelines, 

specific requests, or questions]. 

We appreciate your partnership and look forward to your prompt response regarding this matter. 

Please do not hesitate to reach out should you have any questions or require further information. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Email] 

[Your Phone Number] 


