
Supplier Service Delivery Guidelines 

Date: [Insert Date] 

To: [Supplier Name] 

Address: [Supplier Address] 

Dear [Supplier Name], 

We appreciate your partnership and value the services you provide. To ensure a seamless 

delivery of services, we have outlined the following guidelines: 

1. Communication 

Maintain regular communication regarding order status and any potential delays. 

2. Quality Standards 

Ensure that all products/services meet our agreed-upon quality specifications. 

3. Delivery Timelines 

Adhere strictly to delivery schedules as per our contracts. 

4. Documentation 

Provide all necessary documentation, including invoices and delivery receipts, with each 

shipment. 

5. Feedback 

Be open to feedback regarding the quality of services and address any concerns promptly. 

We look forward to continuing our successful partnership. Thank you for your commitment to 

quality service delivery. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Contact Information] 


