
Vendor Capacity Planning 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Subject: Vendor Capacity Planning for Supply Chain Efficiencies 

Dear [Vendor Contact Name], 

As we strive to enhance our supply chain efficiencies, we are conducting a vendor capacity 

planning exercise. Our objective is to better understand your capacity to meet our upcoming 

demands and to identify opportunities for collaboration and optimization. 

We would appreciate it if you could provide the following information: 

• Current production capacity and lead times for key products. 

• Any potential constraints or challenges that may affect your capacity. 

• Forecasted production capabilities for the next [insert time frame]. 

• Suggestions for improving interaction and efficiency between our supply chain systems. 

Your insights are invaluable to us, and we believe that with your cooperation, we can create a 

more resilient supply chain. Please send your response by [insert response deadline] so we can 

compile the information for our next planning meeting. 

Thank you for your attention to this matter. We look forward to your prompt reply. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


