
Vendor Performance Insights 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Company Name] 

Subject: Vendor Performance Review 

Dear [Vendor Name], 

We appreciate your partnership and would like to take a moment to share some insights 

regarding your performance over the past [insert time period]. 

Performance Overview 

During this period, the following key metrics were reviewed: 

• Delivery Timeliness: [Insert Percentage] 

• Quality of Goods/Services: [Insert Rating] 

• Response Time to Inquiries: [Insert Average Time] 

Strengths 

We would like to highlight the following strengths: 

• [Strength 1] 

• [Strength 2] 

• [Strength 3] 

Areas for Improvement 

We believe there are some areas where improvement is possible: 

• [Area for Improvement 1] 

• [Area for Improvement 2] 

We value our working relationship and are confident that addressing these areas will enhance our 

collaboration. 

Please feel free to reach out if you would like to discuss this feedback further. 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


