
Vendor Reliability Assessment 

Documentation Request 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Contact: [Vendor Contact Information] 

Dear [Vendor Contact Person], 

As part of our ongoing commitment to uphold the highest standards of quality and compliance, 

we are conducting a vendor reliability assessment as part of our audit process. We kindly request 

your assistance in providing the necessary documentation to facilitate this evaluation. 

We request the following documents: 

• Company Profile 

• Quality Assurance Procedures 

• Compliance Certificates 

• Recent Audits and Assessments 

• Customer References 

Please submit the requested documents by [Insert Deadline]. If you have any questions or require 

further clarification, do not hesitate to reach out to us at [Your Contact Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


