
Supplier Quality Assurance Documentation 

Request 

Date: [Insert Date] 

To: [Supplier's Name] 

Address: [Supplier's Address] 

Dear [Supplier's Contact Name], 

We hope this message finds you well. We are reaching out to request specific documentation 

necessary for our Supplier Quality Assurance process. This information is crucial to ensure 

compliance with our quality standards and regulatory requirements. 

We kindly ask you to provide the following documents: 

• Latest Quality Management System Certificate 

• Product Specifications and Standards 

• Inspection and Test Reports for recent batches 

• Corrective and Preventive Action Reports 

• Supplier Audits and Assessments 

Please send the requested documentation by [Insert Deadline]. If you have any questions or need 

further clarification, do not hesitate to reach out. 

Thank you for your cooperation and support in ensuring the quality of our products. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


