Supplier Performance Improvement Request

Date: [Insert Date]
To: [Supplier Name]
Address: [Supplier Address]
Attention: [Supplier Contact Name]
Dear [Supplier Contact Name],
We hope this message finds you well. As part of our commitment to maintaining high-quality
standards, we are writing to address some performance issues we have observed in our recent
transactions.
Specifically, we have noted the following areas for improvement:
e Delivery Timeliness
e Product Quality
e Customer Support Response Times
To enhance our partnership, we kindly request your attention to these matters and propose a
meeting to discuss potential improvement strategies. Our goal is to achieve mutual satisfaction in

our business relationship.

We appreciate your cooperation and look forward to your prompt response. Please let us know
your available times for a meeting within the next week.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



