
[Date] 

[Vendor Name] 

[Vendor Contact Person] 

[Vendor Address] 

[City, State, Zip Code]  

Subject: Notification of Vendor Acceptance 

Dear [Vendor Contact Person], 

We are pleased to inform you that [Property Management Company Name] has officially 

accepted your proposal to serve as an approved vendor for our properties. 

Your company has been selected to provide [Type of Service, e.g., 

Landscaping/Plumbing/Cleaning] services based on your expertise and competitive pricing. This 

acceptance is effective as of [Start Date]. 

Please find the following documents attached for your review and signature: 

• Vendor Service Agreement 

• Insurance Requirements and Indemnity Form 

• W-9 Form (if not already provided) 

Please return the signed documents by [Due Date]. Once we have received the completed 

paperwork and verified your insurance certificates, we will add you to our active dispatch system 

and begin issuing work orders as needed. 

We look forward to a productive professional relationship. 

Sincerely, 

[Your Name] 

[Your Title] 

[Property Management Company Name] 

[Phone Number] 

[Email Address]  


