[Date]

[Supplier Contact Name]
[Supplier Company Name]
[Supplier Address]

Subject: Notification of Approved Supplier Status

Dear [Supplier Contact Name],

We are pleased to inform you that [Your Company Name] has officially approved [Supplier
Company Name] as an authorized supplier. Following our recent evaluation, your company has

met our quality and compliance requirements.

Your unique Supplier ID is: [Supplier ID Number]. Please reference this number on all future
correspondence, invoices, and shipping documents.

To begin our partnership, please find the following documents attached to this email:

e Purchase Order Procedure

o Billing and Invoicing Instructions

e Code of Conduct and Ethics Policy

e Contact List for Procurement and Accounts Payable

We look forward to a productive and mutually beneficial business relationship. If you have any
immediate questions regarding our procurement process, please contact [Primary Contact Name]
at [Email/Phone Number].

Welcome to our network of partners.

Sincerely,

[Your Name]

[Your Title]
[Your Company Name]



