
Supplier Onboarding Guidelines 

Dear [Supplier Name], 

Welcome to [Your Company Name]. We are excited to have you onboard as our new supplier. 

This letter outlines our onboarding guidelines to ensure a smooth process. 

1. Documentation Required 

• Completed Supplier Registration Form 

• Copy of Business License 

• Tax Identification Number (TIN) 

• Insurance Certificate 

2. Compliance Requirements 

All suppliers must adhere to our compliance standards, which include: 

• Quality Control Procedures 

• Safety Regulations 

• Environmental Guidelines 

3. Payment Terms 

Our standard payment terms are as follows: 

• Net 30 Days 

• Invoices must be submitted electronically. 

4. Communication 

For any questions during the onboarding process, please contact: 

• Name: [Contact Person] 

• Email: [Contact Email] 

• Phone: [Contact Phone] 

Thank you for joining [Your Company Name]. We look forward to a mutually beneficial 

partnership. 

Sincerely, 

[Your Name] 



[Your Title] 

[Your Company Name] 

[Your Contact Information] 


