
Vendor Schedule Alignment 

Date: [Insert Date] 

To: [Vendor Name] 

[Vendor Address] 

Dear [Vendor Contact Name], 

We hope this message finds you well. As part of our ongoing efforts to streamline our operations 

and enhance our partnership, we would like to schedule a meeting to discuss our alignment on 

the current vendor schedule. 

We believe that a coordinated approach will not only improve efficiency but also help in 

addressing any outstanding concerns. Please let us know your availability for the following 

proposed dates: 

• [Proposed Date 1] 

• [Proposed Date 2] 

• [Proposed Date 3] 

If these dates do not work for you, please suggest an alternative that suits your schedule. 

Thank you for your attention to this matter. We look forward to your prompt response and to 

continuing our successful collaboration. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


