Vendor Compliance Issue Resolution

Date: [Insert Date]

[Vendor Name]

[Vendor Address]

[City, State, Zip Code]

Dear [Vendor Contact Name],

We hope this message finds you well. We are writing to address a compliance issue that has been
identified regarding your services/products in accordance with our agreement.

The specific issue pertains to [describe the compliance issue briefly, e.g., late delivery, product
specifications, etc.]. This has raised concerns about [explain why it is a concern, e.g., impact on
business operations, customer satisfaction, etc.].

To resolve this matter, we kindly request that you provide an explanation for the issue and the
steps you will take to rectify it by [insert deadline]. We believe that addressing this matter
promptly will enhance our continued business relationship.

We appreciate your attention to this matter and look forward to your timely response.

Thank you for your cooperation.

Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



