
Vendor Reliability Assessment Notice 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

We hope this message finds you well. As part of our commitment to maintaining the highest 

standards of quality assurance, we are conducting a Vendor Reliability Assessment for our 

records. 

This assessment is aimed at evaluating your reliability as a vendor, including aspects such as 

product quality, delivery timelines, and overall service. We kindly request your cooperation in 

providing the necessary information to facilitate this assessment. 

Please provide the following documents by [Insert Deadline]: 

• Recent quality control reports 

• Certificates of compliance 

• Delivery performance data for the past six months 

• Customer feedback or testimonials 

We appreciate your prompt attention to this matter and look forward to continuing our 

partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


