
Vendor Location Visit Arrangement 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

We would like to schedule a visit to your location to discuss our ongoing partnership and explore 

potential opportunities for collaboration. Please let us know your availability for the following 

dates: 

• [Proposed Date 1] 

• [Proposed Date 2] 

• [Proposed Date 3] 

The primary agenda of our visit will be to: 

• [Agenda Item 1] 

• [Agenda Item 2] 

• [Agenda Item 3] 

We believe this meeting will be beneficial for both parties and help us strengthen our business 

relationship. Please confirm your preferred date, or suggest an alternative that works for you. 

Thank you for your attention. We look forward to your reply. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


