
Vendor Agreement Inspection Notice 

Date: [Insert Date] 

To: [Vendor Name] 

[Vendor Address] 

[City, State, Zip Code] 

Dear [Vendor Name], 

We would like to formally notify you regarding the upcoming inspection of the facilities 

pertaining to our Vendor Agreement dated [Insert Agreement Date]. This inspection is scheduled 

for [Insert Date and Time]. 

The purpose of this inspection is to ensure compliance with the terms of our agreement and to 

evaluate the quality of the products/services being provided. 

Please ensure that all relevant documentation is available and that your representatives are 

present to facilitate the visit. 

If you have any questions or require further clarification, feel free to contact me at [Your Contact 

Information]. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 


