
Vendor Inspection Report 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Subject: Vendor Inspection Report for Contractual 

Obligations 

Dear [Vendor Contact Name], 

We are writing to provide you with the inspection report following our recent evaluation of your 

facilities and operations in accordance with our contractual obligations. 

Inspection Details: 

• Inspection Date: [Insert Date] 

• Inspection Conducted By: [Inspector Name/Company] 

• Contract Reference: [Contract Number] 

Findings: 

[Summarize the key findings of the inspection, highlighting both compliant and non-compliant 

areas.] 

Action Items: 

• [Action Item 1] 

• [Action Item 2] 

• [Action Item 3] 

We appreciate your cooperation in maintaining the standards outlined in our agreement. Please 

address the action items by [Due Date]. 

If you have any questions regarding this report, please do not hesitate to contact us. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Company] 

[Contact Information] 


