
Vendor Assessment Letter 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

We are reaching out to conduct a vendor assessment as part of our procurement process. This 

assessment is crucial for ensuring that we partner with vendors who meet our standards in 

quality, reliability, and compliance. 

Please provide the following information: 

• Company Overview 

• Product/Service Offerings 

• References from previous clients 

• Financial Stability Evidence 

• Quality Assurance Certifications 

We appreciate your prompt attention to this matter, and we look forward to your response by 

[Insert Deadline]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


