
Vendor Capacity Planning for Risk 

Management 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Name] 

Subject: Capacity Planning for Risk Management Strategies 

Dear [Vendor Name], 

As part of our ongoing efforts to enhance our risk management strategies, we are conducting a 

comprehensive assessment of our vendor capacity. Understanding your current and projected 

capacity is essential for identifying potential risks and ensuring continuity in our supply chain. 

We kindly request that you provide us with the following information: 

• Current production capacity and utilization rates 

• Forecasted trends in demand for your products 

• Plan for managing capacity in response to demand fluctuations 

• Any known risks that could impact your capacity in the near future 

Your insights will play a crucial role in our collaborative risk mitigation efforts. We appreciate 

your timely response to this request and look forward to your feedback. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


