
Vendor Communication Strategy for Product 

Updates and Launches 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Company Name] 

Dear [Vendor Name], 

We are excited to inform you about our upcoming product updates and launches as part of our 

ongoing commitment to improving our offerings and enhancing our collaboration. 

Overview of Updates 

We will be rolling out the following updates: 

• Product Name 1: [Brief Description] 

• Product Name 2: [Brief Description] 

• Product Name 3: [Brief Description] 

Launch Schedule 

The tentative schedule for the product launches is as follows: 

• Product Name 1: [Launch Date] 

• Product Name 2: [Launch Date] 

• Product Name 3: [Launch Date] 

Next Steps 

We encourage you to review this information and prepare for the upcoming changes. Please feel 

free to reach out if you have any questions or require further clarification. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


