Product Quality Evaluation Reminder

Dear [Supplier Name],

This is to remind you that the scheduled product quality evaluation for [Product Name/ID] is
approaching on [Date]. Ensure all necessary documentation and product samples are prepared for
the evaluation.

Please confirm your readiness to participate in this evaluation process. Should you have any
questions or require further assistance, feel free to reach out.

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position]
[Your Company]
[Contact Information]



