
[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Vendor's Name] 

[Vendor's Position] 

[Vendor's Company Name] 

[Vendor's Company Address] 

[City, State, Zip Code] 

Dear [Vendor's Name], 

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

Company Name]. We are currently exploring potential partnerships with vendors who can 

provide us with [specific products or services]. 

Your company has been recommended as a strong contender in this space, and I believe that a 

partnership with [Vendor's Company Name] could be mutually beneficial. We are impressed by 

your reputation for [mention any known quality/vendor offerings], and we believe that our 

collaborative efforts could lead to significant opportunities. 

I would like to propose a meeting to discuss how we can work together to achieve our business 

goals. Please let me know your availability for a call or in-person meeting. 

Thank you for considering this opportunity. I look forward to your response. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Company Name] 


