
Request for Vendor Alternatives 

Date: [Insert Date] 

To: [Vendor's Name] 

From: [Your Name]  

[Your Position]  

[Your Company]  

[Your Email]  

[Your Phone Number]  

Dear [Vendor's Name], 

We are currently in the process of evaluating our vendor partners to ensure we are leveraging the 

best resources for our needs. As part of this initiative, we would like to request information 

regarding alternative sourcing options that your company can offer. 

Specifically, we are looking for: 

• Product Specifications 

• Pricing Models 

• Lead Times 

• Quality Assurance Processes 

• References from Current Clients 

We believe that exploring these alternatives will allow us to make informed decisions that align 

with our strategic goals. 

Please provide your feedback by [Insert Deadline]. Thank you for your attention to this matter, 

and we look forward to your prompt response. 

Best regards, 

[Your Name]  

[Your Position]  

[Your Company]  


