
Vendor Improvement Action Plan 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Company Name] 

Subject: Action Plan for Vendor Improvement 

Dear [Vendor Name], 

We appreciate your partnership with [Your Company Name]. However, we have identified some 

areas where improvement is needed to ensure our mutual success. Below is the action plan 

designed to address these issues: 

1. Areas for Improvement 

• Quality of Products 

• Delivery Timeliness 

• Communication Responsiveness 

2. Action Items 

1. Conduct a thorough review of quality control processes. 

2. Implement a more robust delivery scheduling system. 

3. Establish a dedicated communication channel for better response times. 

3. Timeline 

The following deadlines will be established for each action item: 

• Quality Control Review - [Due Date] 

• Delivery System Implementation - [Due Date] 

• Communication Channel Establishment - [Due Date] 

4. Follow-Up 

We will conduct follow-up reviews on [Insert Follow-Up Date] to assess progress on the above 

action items. 



We are committed to working together towards improvements that will benefit both parties. 

Thank you for your attention to these matters. Please confirm receipt of this action plan and feel 

free to reach out should you have any questions. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


