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Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Name] 

Subject: Quarterly Business Review Communication Strategy 

1. Introduction 

This document outlines the communication strategy for our quarterly business reviews with 

[Vendor Name]. The aim is to ensure clear and effective interactions to strengthen our 

partnership. 

2. Goals of the Communication Strategy 

• Review performance metrics and KPIs. 

• Identify areas for improvement. 

• Discuss future goals and objectives. 

• Foster a strong collaborative relationship. 

3. Schedule & Frequency 

Quarterly business reviews will be held on the first Monday of each quarter. Additional meetings 

may be scheduled as necessary. 

4. Communication Channels 

We will utilize the following channels for our communications: 

• Email for setting up meetings and sharing documents. 

• Video conferencing tools for live discussions. 

• Shared cloud storage for easy access to reports and presentations. 

5. Agenda Template 

1. Welcome and Introductions 

2. Review of Previous Action Items 

3. Performance Metrics Overview 



4. Discussion on Challenges and Solutions 

5. Future Goals and Expectations 

6. Open Discussion 

7. Next Steps and Action Items 

6. Closing Remarks 

We believe that a structured communication strategy will enhance our collaboration with 

[Vendor Name]. We look forward to our upcoming quarterly review. 

Best Regards, 

[Your Name] 

[Your Position] 

[Your Company] 


