
Supplier Assessment Discussion 

Date: [Insert Date] 

To: [Supplier Name] 

Address: [Supplier Address] 

Dear [Supplier Contact Name], 

We hope this message finds you well. As part of our ongoing commitment to ensure quality and 

efficiency within our supply chain, we would like to schedule a discussion regarding your 

assessment as a valued supplier. 

The purpose of this meeting is to review your performance, discuss any challenges you may be 

facing, and explore opportunities for collaboration and improvement. Your insights are 

invaluable to us, and we believe that open communication will lead to a mutually beneficial 

relationship. 

Please let us know your availability for a meeting during the upcoming week. We can arrange a 

virtual meeting or an in-person visit, depending on your preference. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


