
Notification of Reassessment of Vendor 

Contract 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

We hope this message finds you well. We are writing to inform you that we will be conducting a 

reassessment of the stipulations outlined in our current vendor contract dated [Insert Contract 

Date]. This reassessment aims to ensure that our partnership continues to meet the evolving 

needs of our organization. 

As part of this process, we would like to review the following areas: 

• Performance metrics 

• Delivery timelines 

• Pricing structures 

• Compliance with regulatory requirements 

We would appreciate your cooperation in providing any relevant documentation and insights by 

[Insert Deadline]. We look forward to discussing this reassessment further in our scheduled 

meeting on [Insert Meeting Date]. 

Thank you for your attention to this matter. Please feel free to reach out to us directly if you have 

any questions or need further clarification. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


