Vendor Evaluation Guidelines

Date: [Insert Date]
To: [Vendor Name]

From: [Your Company Name]

Introduction

This letter outlines the guidelines for the evaluation of vendors providing goods and services to
[Your Company Name]. Your cooperation in this process is essential for ensuring quality and
compliance.

Evaluation Criteria

Quiality of Products/Services: Ensure adherence to specified standards.
Cost-effectiveness: Assess pricing against market benchmarks.
Delivery Timeliness: Evaluate on-time delivery performance.
Customer Service: Review responsiveness and support provided.
Compliance: Check for adherence to industry regulations.

Evaluation Process

The evaluation will be conducted on a semi-annual basis and will include:

Submission of self-assessment by vendors.
On-site audits, if necessary.

Feedback collection from end-users.

Final scoring and reporting.
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Conclusion

We appreciate your attention to these guidelines and look forward to your continued partnership.
Best regards,

[Your Name]

[Your Position]

[Your Company Name]



[Your Contact Information]



