
Vendor Review Summary 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Company Name] 

Subject: Vendor Review Summary 

Introduction 

Dear [Vendor Name], 

Thank you for your continued partnership with [Your Company Name]. We have conducted a 

review of your services over the past [time period] and would like to share our findings. 

Review Summary 

• Quality of Products/Services: [Insert summary] 

• Timeliness: [Insert summary] 

• Communication: [Insert summary] 

• Support: [Insert summary] 

Overall Evaluation 

Based on our evaluation, we are pleased with your performance and appreciate the efforts made 

in the following areas: 

• [Insert strengths] 

However, we also identified some areas for improvement: 

• [Insert areas for improvement] 

Conclusion 

We look forward to continuing our collaboration and are optimistic about achieving further 

successes together. Please feel free to reach out if you have any questions or would like to 

discuss this review in more detail. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Company Name] 


