Vendor Compliance Documentation Request

Date: [Insert Date]

Vendor Name: [Insert Vendor Name]

Vendor Contact: [Insert Vendor Contact Name]

Vendor Address: [Insert Vendor Address]

Dear [Vendor Contact Name],

As part of our ongoing commitment to ensuring compliance with regulatory standards and
company policies, we request your assistance in providing the necessary documentation to
validate your compliance.

Please provide the following documents:

Certificate of Insurance

Tax Identification Number (TIN)

Safety and Compliance Certifications
Quality Assurance Documentation

We kindly request that you submit this information by [Insert Deadline Date]. If you have any
questions or need further clarification, please feel free to contact me directly at [Your Contact
Information].

Thank you for your attention to this matter and your continued partnership.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]

[Your Company Address]

[Your Company Phone Number]

[Your Company Email]



