
Vendor Contract Terms Evaluation 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

We are currently in the process of evaluating the contract terms associated with our partnership. 

Below are the key points that we wish to address: 

Contractual Obligations 

• Delivery Schedule: [Details] 

• Payment Terms: [Details] 

• Quality Assurance: [Details] 

Performance Metrics 

• Key Performance Indicators (KPIs): [Details] 

• Reporting Requirements: [Details] 

Termination Clauses 

• Notice Period: [Details] 

• Grounds for Termination: [Details] 

Confidentiality Agreement 

[Insert Any Relevant Details] 

We appreciate your attention to these matters and look forward to your feedback. Please feel free 

to reach out to us if you have any questions or concerns. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company] 

[Your Contact Information] 


