
Vendor Performance Review Conference 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Location] 

Dear [Vendor Name], 

We are pleased to invite you to our upcoming Vendor Performance Review Conference. This 

meeting is an opportunity for us to discuss our ongoing partnership and assess your performance 

over the past [Insert Time Period]. We value your contributions and believe that this review will 

enhance our collaboration moving forward. 

Agenda: 

• Introduction 

• Performance Metrics Review 

• Feedback and Discussion 

• Action Items and Future Planning 

• Q&A 

Please confirm your attendance by [Insert RSVP Date]. We look forward to your insights and 

feedback. 

Best Regards, 

[Your Name] 

[Your Job Title] 

[Your Company] 

[Your Contact Information] 


