
Supplier Service Quality Audit 

Date: [Insert Date] 

To: 

[Supplier Name] 

[Supplier Address] 

[City, State, Zip Code] 

Dear [Supplier Contact Name], 

We are conducting a service quality audit of our suppliers to ensure that we maintain high 

standards in our operations. As part of this audit, we would like to review your performance and 

service quality. 

The audit will cover various aspects including but not limited to: 

• Timeliness of deliveries 

• Product quality 

• Communication and responsiveness 

• Compliance with agreed terms and conditions 

Please provide us with the necessary documentation and data requested in the attached audit 

checklist by [insert deadline]. We appreciate your cooperation in this matter and look forward to 

your prompt response. 

If you have any questions or need further clarification, please do not hesitate to contact me 

directly at [Your Phone Number] or [Your Email Address]. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Company Address] 

[City, State, Zip Code] 


