
Vendor Engagement Inquiry 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

Date: [Insert Date] 

[Vendor's Name] 

[Vendor's Position] 

[Vendor's Company] 

[Vendor's Address] 

[City, State, Zip Code] 

Dear [Vendor's Name], 

I hope this message finds you well. My name is [Your Name], and I am [Your Position] at [Your 

Company]. We are currently exploring potential vendors to assist us with [specific 

services/products needed] and would like to inquire if you are interested in discussing a potential 

partnership. 

We believe that your expertise in [Vendor's Expertise/Field] could greatly benefit our operations, 

and we are keen to learn more about your services, experience, and how you can meet our 

requirements. 

Could we schedule a meeting or call at your earliest convenience to discuss this further? Please 

let us know your available times, and we will do our best to accommodate. 

Thank you for your time and consideration. I look forward to your response. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company] 


