Vendor Communication Strategy for
Performance Review Meetings

Date: [Insert Date]
To: [Vendor Name]

From: [Your Company Name]

Subject: Upcoming Performance Review Meeting
Dear [Vendor Contact Name],

As part of our ongoing commitment to maintaining a productive and transparent partnership, we
are scheduling a performance review meeting to discuss our collaboration and evaluate the
progress made over the past [time period].

Meeting Details:

o Date: [Insert Date]
e Time: [Insert Time]
e Location: [Insert Location or Virtual Meeting Link]

Agenda:

Review of KPIs and Performance Metrics
Discussion of Challenges and Opportunities
Feedback from Both Parties

Action Items and Next Steps
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Please ensure that the relevant team members from your side are present for an effective
discussion. Should you have any additional topics you would like to cover, feel free to include
them in your response.

We appreciate your partnership and look forward to our continued collaboration.
Best regards,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



