
Business Letter Format for Vendor Introduction
[Your Company Letterhead]

[Date]

[Vendor's Name]
[Vendor's Title/Position]
[Vendor's Company Name]
[Vendor's Address Line 1]
[Vendor's Address Line 2]

Dear [Vendor's Name],

I am writing to introduce [Your Company Name], a leader in [briefly describe your industry, e.g., "innovative technology solutions"]. We
specialize in [briefly describe your products/services, e.g., "providing high-quality IT hardware and software tailored for growing businesses"].

At [Your Company Name], our mission is to deliver exceptional products and services that contribute to our partners' success. We believe there is
significant potential for a mutually beneficial relationship with [Vendor's Company Name] and are eager to explore possibilities for collaboration.

Please find enclosed our company brochure and detailed product/service catalog for your review. We would welcome any questions or the
opportunity to discuss how our offerings can support your business objectives.

Thank you for considering this introduction. We look forward to the possibility of working together and building a successful partnership.

Sincerely,

[Your Name]
[Your Position/Title]
[Your Company Name]
[Phone Number]
[Email Address]
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