
Warning Letter To Contractor Supplier Or Vendor

[Your Company's Letterhead]

[Date]

[Contractor/Supplier/Vendor's Name]

[Address]

[City, State, Zip Code]

Subject: Warning Letter

Dear [Contractor/Supplier/Vendor's Name],

I hope this letter finds you well. We are writing to bring to your attention some concerning issues

related to your services/products provided to our company. It is with regret that we must express our

dissatisfaction with the recent performance and conduct, which has fallen short of our expectations

and contractual agreements.

The purpose of this warning letter is to highlight the specific areas of concern and request immediate

improvements to rectify the situation. The following issues have been identified:

1. **Quality of Deliverables**: We have noticed a decline in the quality of the products/services you

have been delivering to our company. This not only affects our operations but also reflects

negatively on the reputation of our company.

2. **Timeliness of Delivery**: There have been instances where your deliveries have been delayed

beyond the agreed-upon deadlines. This has caused disruptions in our workflow and has had

adverse effects on meeting our own commitments to our customers.

3. **Communication**: We have encountered difficulties in communicating with your team, which

has led to misunderstandings and delays in resolving critical issues.

4. **Contractual Compliance**: Upon review of our agreement, we have observed instances of

non-compliance with the terms and conditions outlined in the contract.

Our company values its relationships with its suppliers/vendors, and it is in our mutual interest to

resolve these issues promptly. We understand that challenges may arise in any business



relationship, but it is crucial to address them professionally and efficiently.

We kindly request you to take the following actions:

1. **Corrective Action Plan**: Provide a detailed plan outlining the steps you will take to address the

issues mentioned above. This plan should include specific timelines for improvement.

2. **Immediate Improvements**: Begin implementing the necessary improvements without delay to

ensure that our business operations are not further affected.

3. **Communication Channel**: Designate a single point of contact for our company to improve

communication and streamline the resolution process.

4. **Contract Review**: Conduct a thorough review of the contract to ensure that all parties are in

compliance with its terms.

Please be aware that continued unsatisfactory performance may result in more severe actions, such

as termination of the contract or suspension of business relations. However, it is our sincere hope

that we can work together to resolve these issues amicably and maintain a positive working

relationship.

We expect your response with the proposed corrective action plan within [reasonable timeframe,

e.g., 10 business days] from the date of this letter. Your immediate attention to these matters is

crucial to avoid any further escalations.

Thank you for your understanding and cooperation in this matter. We look forward to a positive and

productive resolution.

Sincerely,

[Your Name]

[Your Title]

[Your Company Name]

[Contact Information]


