
Vendor Capacity Planning Assessment 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Company Name] 

Subject: Capacity Planning for Resource Allocation 

Dear [Vendor Contact Name], 

We hope this message finds you well. As part of our ongoing partnership and commitment to 

ensuring effective resource allocation, we are conducting a capacity planning assessment. The 

aim of this assessment is to evaluate your current capabilities and resources to better align our 

future collaborative projects. 

Information Requested 

Please provide the following information: 

• Current resource availability (personnel, equipment, etc.) 

• Projected capacity for the next six months 

• Any anticipated changes in staffing or resources 

• Potential challenges that may affect capacity 

We believe that this assessment will benefit both parties by allowing us to strategize effectively 

for upcoming projects. Please reply by [Insert Deadline] with the requested details. 

Thank you for your cooperation and continued partnership. 

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


