Vendor Quality Review and Improvement
Proposal

Date: [Insert Date]

To: [Vendor Name]

Address: [Vendor Address]

Dear [Vendor Contact Name],

We hope this message finds you well. As part of our ongoing commitment to quality and
continuous improvement, we are conducting a comprehensive review of our vendor partnerships.

This letter serves to outline our observations regarding the quality of goods/services provided by
your organization and propose constructive steps for improvement.

Current Observations

o Observation 1: [Insert specific observation]
e Observation 2: [Insert specific observation]
e Observation 3: [Insert specific observation]

Proposed Action Plan

e Action Item 1: [Insert action item and timeline]

e Action Item 2: [Insert action item and timeline]

e Action Item 3: [Insert action item and timeline]
We believe that by addressing these concerns collaboratively, we can enhance our partnership
and overall product/service quality. We kindly request your feedback on the proposed action
items by [Insert deadline date].
Thank you for your attention to this important matter. We look forward to your prompt response.
Sincerely,
[Your Name]
[Your Position]

[Your Company]

[Your Contact Information]



