
Vendor Relationship Assessment Meeting 

Invitation 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Company Name] 

Subject: Invitation to Vendor Relationship Assessment Meeting 

Dear [Vendor Contact Name], 

We hope this message finds you well. We would like to invite you to a meeting to assess our 

ongoing relationship and discuss performance, expectations, and collaboration opportunities. 

Meeting Details: 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location or Zoom Link] 

During this meeting, we aim to: 

• Review current service levels 

• Discuss any challenges faced 

• Identify areas for improvement 

• Explore future collaboration opportunities 

Your input is invaluable to us, and we look forward to your insights on enhancing our 

partnership. 

Please confirm your availability for the proposed date and time. If you have any questions or 

require adjustments, feel free to reach out. 

Thank you, and we look forward to your participation. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company Name] 

[Your Contact Information] 


