[Print on Company Letterhead or insert Address]
<<Company Name>>

<<Address>>

<<Address>>

<<Zip Code>>

<<Contact Name>>

<<Date>>

Dear <<Name of Contact>>,                      :

<< Company Name>> is currently in the process of gathering all of our existing executed contracts and/or agreements with our business partners, to help us fully understand our financial obligations.  At this time, our records do not indicate we have a contract with << Supplier Name>> so we are sending you this communication to either confirm we have no contract or agreement or, to obtain a copy of the contract/agreement for our records. 

Please respond within five (5) business days to our request by faxing a copy of the contract or agreement to (Fax Number) or return this communication indicating we have no existing formal contract or agreement.

If we do not hear from you within the five (5) business days, we will assume we do not have any formal contracts or agreements in place.

Thank you for your assistance in this process.

Sincerely,

<<Name>>

<<Title>>

<<email>>

<<Phone Number>>

For and on behalf of <<Company Name>>
 Supplier Contract Verification Letter

