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Dear Suppliers,

ABC Hotel & Resorts strives to earn the trust and respect to our customers and suppliers and to offer the very best in hotel
services. ABC's established GIFT POLICY is intended to advance that goal by assuring that decisions to contract with suppliers
be based on merit and competitiveness, and not in any respect on personal influence or favoritism. Our policy prohibits hotel
employees from accepting or soliciting personal gifts, in cash or kind, from any person with whom the hotel does business. Gifts
are understood to include free services, discounts, entertainment or any advantage.

All hotel employees are informed of this policy at the time of employment and ABC conducts a continuous program to remind
employees who come in regular contact with suppliers and customer of its importance. We ask for your cooperation with this
program.

We thank you for you cooperation and contribution to the integrity of our relationship.

Yours sincerely,

\oa b

General Manager
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Dear Valued Vendor of ABC Company Limited

First of all, I would like to express my deep gratitude for your cooperation in our daily business. Our slogan is that we will spare
no effort to satisfy our customers by providing quality products and services.

I would like to reiterate how the relationship between you, ABC’s Vendors and ABC should be, in order to form a more stable
partnership and progress together. The employees in ABC are always required to work in an honest and fair way. Any acceptance
of or demanding for gifts or reception from business partners is strictly prohibited. What we require of every Vendor is to provide
cost-effective, high quality products and services. Therefore, any kinds of gifts or any reception offering to ABC's employees is
not required. Furthermore, if any vendor offers such gifts or reception, it may damage the relationship with ABC.

However, if, unfortunately, should you observe any ABC employee demanding gifts, reception or other misconduct or dishonest
behavior violating the Basic Policies, please voice your concern through .........



Cordially, I welcome a closer relationship with you all, to develop together as business partners.
Once again thank you for your cooperation and best wishes to your company.
Sincerely,

=S\

President & CEO
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We are writing to you to ask for your support with a New Year Staff Party event we are planning on dd/mm/yyyy that we would
like you to participate in the event by donating a specific gift, or an amount of money, which can be the prize for our staff.

If you could consider this type of support, we would be delighted to let others know about your support and could publicly thank
you at our event.

Please feel free to contact us perhaps you could support or unable consider supporting our event.
Thank you in advance for any support you can provide towards enriching our business relation.

Best regards,

Purchasing Manager / XYZ Company Limited

cc: Managing Director



