Sample letter to vendors:

January 26, 2002

Dear Vendor:

On January 26, 2002, our company employed the services of FDSI Logistics to act as our third-party logistics provider, and assist us with our inbound transportation. 

In the future all vendor shipments must be routed according to our instructions, which will be transmitted to you by FDSI in the form of a vendor route guide.  You will soon be receiving a phone call or correspondence from FDSI personnel in order for them to determine specific information about how you currently ship to us.  Please provide that information to them on a timely basis.  After securing this information from you, FDSI will fax you a Shipment Routing Instruction to be used on all future shipments.

We appreciate your cooperation with FDSI.  This will ensure that our program will be successful.  Should you have any questions regarding the program, please contact FDSI’s Operation Department at 800-475-3374.

Sincerely,

