
Vendor Engagement Letter 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Vendor Name] 

[Vendor Contact Title] 

[Vendor Company Name] 

[Vendor Company Address] 

[City, State, Zip Code] 

Dear [Vendor Contact Name], 

We are reaching out to explore potential vendor opportunities between [Your Company Name] 

and [Vendor Company Name]. We believe that a collaboration could be mutually beneficial and 

would like to initiate a discussion regarding the services/products offered by your organization. 

We are particularly interested in understanding how your offerings align with our needs in the 

following areas: 

• [Area of Interest 1] 

• [Area of Interest 2] 

• [Area of Interest 3] 

We would appreciate the opportunity to schedule a meeting or a call at your earliest convenience 

to discuss this further. Please let us know your available times. 

Thank you for considering this opportunity for collaboration. We look forward to hearing from 

you soon. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


