
Vendor Evaluation of Manufacturing 

Resources 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

We are conducting an evaluation of our current vendors to ensure that their manufacturing 

resources align with our quality standards and business needs. This letter serves as a formal 

request for you to provide detailed information regarding your manufacturing capabilities. 

Manufacturing Resources Evaluation Sections 

1. Production Capacity: Please provide information about your production capabilities and 

maximum output levels. 

2. Quality Control Measures: Describe your quality assurance protocols and certifications. 

3. Technology and Equipment: List the key technologies and equipment used in your 

manufacturing processes. 

4. Lead Times: Provide your standard lead times for production and delivery. 

5. Scalability: Explain your ability to scale production based on demand fluctuations. 

We request that you send this information by [Insert Deadline Date] to aid us in our evaluation 

process. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


