
Vendor Performance Improvement 

Guidelines 

Date: [Insert Date] 

To: [Vendor's Name] 

From: [Your Company Name] 

Subject: Performance Improvement Guidelines 

Dear [Vendor's Name], 

We appreciate your partnership and the services you provide to [Your Company Name]. We 

value our relationship and are committed to working together to enhance overall performance. 

Below are the guidelines to improve our collaboration and ensure high standards are consistently 

met. 

Performance Metrics 

• Timeliness of Deliveries 

• Quality of Products/Services 

• Responsiveness to Inquiries 

• Compliance with Agreements 

Improvement Strategies 

1. Conduct regular performance reviews. 

2. Implement training programs for your team. 

3. Utilize technology for better tracking and reporting. 

4. Maintain open lines of communication with our team. 

Action Plan 

Please submit an action plan outlining how you intend to address these areas by [Insert 

Deadline]. We will schedule a follow-up meeting to discuss your progress. 

Thank you for your attention to these guidelines. We look forward to your response and to 

continuing our work together effectively. 

Best regards, 

[Your Name] 



[Your Position] 

[Your Company Name] 

[Your Contact Information] 


