
[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Vendor's Name] 

[Vendor's Company] 

[Vendor's Address] 

[City, State, Zip Code] 

Subject: Request for Enhanced Service Quality 

Dear [Vendor's Name], 

I hope this message finds you well. We appreciate the partnership we have established with 

[Vendor's Company] and the services you have provided us thus far. However, we have noticed 

some areas where we believe there is an opportunity for enhancing the overall service quality. 

Specifically, we would like to address the following concerns: 

• Inconsistency in delivery timelines 

• Response times for support queries 

• Quality of products received 

We value our relationship and believe that with improved service quality, we can further 

strengthen our collaboration. We kindly request a meeting at your earliest convenience to discuss 

these matters in detail and explore potential solutions. 

Thank you for your attention to this important matter. We look forward to your prompt response. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company] 


