
Vendor Assessment Summary 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Company Name] 

Introduction 

This letter summarizes the findings from the recent vendor assessment conducted on [Vendor 

Name] as part of our evaluation process. 

Assessment Overview 

The assessment focused on the following key areas: 

• Quality of Products/Services 

• Pricing Structure 

• Delivery Timeliness 

• Customer Support 

• Compliance with Regulatory Standards 

Findings 

Our assessment resulted in the following findings: 

• Quality of Products/Services: [Summary of findings] 

• Pricing Structure: [Summary of findings] 

• Delivery Timeliness: [Summary of findings] 

• Customer Support: [Summary of findings] 

• Compliance: [Summary of findings] 

Conclusion 

Based on the assessment, we appreciate the strengths displayed by [Vendor Name] in areas such 

as [list strengths]. However, there are opportunities for improvement in [list areas for 

improvement]. We encourage [Vendor Name] to address these findings to enhance our 

partnership. 

Next Steps 



We suggest a follow-up meeting to discuss these findings further and explore actionable steps 

moving forward. Please reach out to schedule a convenient time. 

Thank you for your commitment to improving our mutual business relationship. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Contact Information] 


