
Project Logistics Planning Collaboration 

Date: [Insert Date] 

To: [Vendor Name] 

[Vendor Address] 

[City, State, Zip Code] 

Dear [Vendor Contact Name], 

We are excited to initiate our project [Project Name] and believe that effective collaboration with 

your team will be crucial to its success. As we begin the logistics planning phase, we would like 

to outline our requirements and timelines to ensure a smooth and efficient process. 

Project Overview 

[Briefly describe the project and its objectives] 

Logistics Requirements 

We anticipate the following logistics requirements: 

• Transportation of materials from [Origin] to [Destination] 

• Storage solutions at [Storage Location] 

• Handling and distribution of goods on-site 

Timeline 

The project timeline is as follows: 

• Kick-off Meeting: [Date] 

• Material Delivery Deadline: [Date] 

• Project Completion: [Date] 

Next Steps 

We would like to schedule a meeting to discuss these requirements further and establish a 

collaborative plan to achieve our logistics goals. Please let us know your availability in the 

coming week. 

Thank you for your attention to this matter. We look forward to working together to make this 

project a success. 

Best regards, 

[Your Name] 



[Your Position] 

[Your Company] 

[Your Contact Information] 


