Vendor Capacity Planning Quarterly Review

Date: [Insert Date]

To: [Vendor Name]

From: [Your Company Name]

Subject: Capacity Planning Review for Q[Insert Quarter]

Dear [Vendor Contact Name],

As part of our ongoing partnership and commitment to maintaining high service levels, we
would like to schedule our quarterly capacity planning review. This meeting will help us align

our goals and expectations while ensuring that we can meet the demands for the upcoming
quarter.

Agenda:

Review of previous quarter's performance
Current capacity and resource availability
Forecast of upcoming demands

Strategies for addressing capacity challenges
Q&A session

Please confirm your availability for the following proposed dates and times:

e [Option 1: Date and Time]
« [Option 2: Date and Time]
e [Option 3: Date and Time]

We look forward to your input and insights during this meeting. Together, we can enhance our
collaborative efforts and ensure a successful quarter ahead.

Best regards,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



