Supplier Quality Inspection Notification

Date: [Insert Date]

To:

[Supplier Name]

[Supplier Address]

Dear [Supplier Contact Name],

We are writing to inform you that a quality inspection will be conducted at your facility on
[Insert Inspection Date] as part of our routine supplier assessment process.

The purpose of this inspection is to ensure compliance with our quality standards and to review
the production processes and product quality of [specific products or services]. We would
appreciate your cooperation in making the necessary arrangements for our inspection team.
Please prepare the following for our review:

e Relevant documentation related to quality control processes

e Access to the production area

o Samples of products for inspection

If you have any questions or require further information, please do not hesitate to contact us at
[Your Contact Information].

Thank you for your attention to this matter. We look forward to working together to maintain
high quality standards.

Sincerely,
[Your Name]
[Your Title]

[Your Company]



