
[Your Name] 

[Your Position] 

[Your Company Name] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Vendor's Name] 

[Vendor's Company Name] 

[Vendor's Address] 

[City, State, Zip Code] 

Dear [Vendor's Name], 

I hope this message finds you well. I am writing to formally request assurance regarding our 

ongoing vendor service relationship. As our partnership continues to grow, we would like to 

ensure that we are aligned in our expectations and commitments. 

Specifically, we would appreciate clarity on the following points: 

• Service delivery timelines 

• Quality assurance measures 

• Communication protocols 

• Any potential risks or challenges 

Your insights on these matters will greatly assist us in maintaining a productive and successful 

partnership. We value your services and look forward to your prompt response. 

Thank you for your attention to this request. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Company Name] 


