Notification for Vendor Discussion
Date: [Insert Date]

To: [Vendor Name]

From: [Your Company Name]

Subject: Upcoming Vendor Discussion

Dear [Vendor Name],

We would like to notify you about an upcoming discussion concerning our ongoing partnership
and future collaboration opportunities.

Details of the Discussion:
o Date: [Insert Date]
e Time: [Insert Time]

e Location: [Insert Location]/[Video Conference Link]

Please confirm your availability for this discussion. We look forward to your insights and
contributions.

Best regards,

[Your Name]

[Your Position]

[Your Company Name]

[Your Contact Information]



