Inquiry Regarding Vendor Production
Capabilities

Dear [Vendor Name],

| hope this message finds you well. My name is [Your Name], and | am [Your Position] at [Your
Company]. We are currently evaluating our options for suppliers, and | would like to inquire
about your production capabilities.

Specifically, we are interested in the following:

Production capacity and lead times for [specific products/quantity]

Quality control measures in place

Flexibility to adjust production schedules based on demand
Technology and equipment used in the production process

Could you please provide us with detailed information regarding these points? Additionally, if
you have a production capabilities brochure or any relevant documentation, |1 would appreciate it
if you could share that as well.

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

Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



