Vendor Dispute Resolution Letter

Date: [Insert Date]

To: [Vendor Name]

[Vendor Address]

Subject: Dispute Resolution for Delayed Shipments

Dear [Vendor Name],

| hope this message finds you well. I am writing to formally address the ongoing issue regarding
the delayed shipments associated with our recent orders, particularly [mention specific order
numbers or dates]. We appreciate our partnership and the quality of products you provide, but
the recurrent delays have impacted our operations significantly.

The expected delivery dates outlined in our agreement were not met, leading to [briefly mention
consequences, e.g., stock shortages, lost sales, operational challenges]. In accordance with our
agreement, we value timely deliveries and effective communication to maintain our mutual

SUCCESS.

We would like to request a resolution to this matter at your earliest convenience. Specifically, we
seek:

e A detailed explanation for the delays.
e Arrevised shipment schedule for outstanding orders.
e Any measures you plan to implement to prevent future delays.
We hope to resolve this issue amicably and continue working together. Please respond by [insert
a specific date] so we can discuss how we can move forward. Thank you for your attention to
this matter.
Best regards,
[Your Name]
[Your Title]
[Your Company]

[Your Contact Information]



