Vendor Subcontractor Relationship
Management Protocol

Date: [Insert Date]
To: [Vendor/Subcontractor Name]
From: [Your Company Name]

Subject: Vendor Subcontractor Relationship Management Protocol

Introduction

This letter outlines the protocol for managing the relationship between [Your Company Name]
and [Vendor/Subcontractor Name]. It is designed to foster effective communication, establish
expectations, and ensure a successful collaboration.

Roles and Responsibilities

e [Your Company Name]: Responsible for project oversight, payment processing, and
overall contract management.

e [Vendor/Subcontractor Name]: Responsible for delivering the agreed-upon
services/products in accordance with the terms of the contract.

Communication Guidelines

Regular communication is essential for the success of our collaboration. Please adhere to the
following guidelines:

o Weekly status meetings to discuss progress and issues.

« Immediate notification of any challenges or delays affecting project timelines.
e Monthly performance reviews to assess service delivery and feedback.

Performance Metrics

Performance will be evaluated based on the following key metrics:
e Quality of work delivered

o Adherence to timelines
¢ Responsiveness to communication

Conflict Resolution



In the event of a dispute, the following steps should be taken:

1. Attempt to resolve the issue at the project level through discussion.
2. If unresolved, escalate the issue to senior management.
3. Consider mediation or arbitration if necessary.

Conclusion

We value our relationship with [Vendor/Subcontractor Name] and look forward to successful
collaboration. Please acknowledge receipt of this letter and confirm your commitment to the
protocols outlined above.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



