
Vendor Performance Evaluation Metrics 

Discussion 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Name] 

Subject: Discussion on Vendor Performance Evaluation Metrics 

Dear [Vendor Contact Name], 

I hope this message finds you well. As part of our ongoing commitment to maintaining high 

standards in our partnerships, we would like to schedule a discussion regarding the performance 

evaluation metrics for our collaboration. 

Proposed Discussion Agenda: 

• Review of Key Performance Indicators (KPIs) 

• Assessment of Delivery Timeliness 

• Quality Control Measures 

• Communication Effectiveness 

• Opportunities for Improvement 

We believe that open dialogue is essential for achieving mutual success, and we look forward to 

your insights and feedback. Could you please provide your availability for the upcoming week? 

Thank you for your attention to this matter. We look forward to our discussion. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


