
Vendor Performance Benchmarking 

Summary 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Company Name] 

Subject: Vendor Performance Benchmarking Summary 

Dear [Vendor Contact Name], 

We appreciate your continued partnership with [Your Company Name]. As part of our 

commitment to ensuring high-quality service delivery, we have conducted a performance 

benchmarking analysis of our vendors. 

Performance Overview 

• Criteria 1: [Performance Result] 

• Criteria 2: [Performance Result] 

• Criteria 3: [Performance Result] 

• Criteria 4: [Performance Result] 

Key Highlights 

[Insert key highlights of performance, comparisons, and insights.] 

Areas for Improvement 

[Insert specific areas where the vendor can improve their performance.] 

Next Steps 

1. [Action Item 1] 

2. [Action Item 2] 

3. [Action Item 3] 

We value your contributions and are looking forward to working together to enhance 

performance in the identified areas. 

Thank You 



If you have any questions or need clarification regarding this summary, please feel free to reach 

out. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


