Vendor Performance Improvement Outline

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

Subject: Vendor Performance Improvement Outline

1. Introduction

We appreciate your partnership and want to ensure we are aligned on improving overall
performance.

2. Performance Assessment

Review of current performance metrics:
e Quality of products

o Delivery timelines
o Communication responsiveness

3. ldentified Areas for Improvement

The following areas have been identified for enhancement:
e Product quality consistency

o Timely delivery adherence
o Better communication protocols

4. Action Plan

Proposed actions to address identified issues:
o Regular quality control checks

e Implementation of a delivery schedule
« Monthly performance review meetings

5. Timeline for Improvement

Proposed timeline for implementing changes:



« Initial review - [Insert Date]
e Midpoint assessment - [Insert Date]
o Final evaluation - [Insert Date]

6. Conclusion

We are committed to working together towards improvement and look forward to your
cooperation.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]

[Your Contact Information]



