
Vendor Scorecard Review Communication 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Company Name] 

Subject: Vendor Scorecard Review 

Dear [Vendor Contact Name], 

We hope this message finds you well. We would like to schedule a review meeting to discuss 

your latest vendor scorecard results, assess performance, and address any areas for improvement. 

It is vital that we collaborate to ensure that we are aligned on our expectations and standards. 

Please find the scorecard attached for your reference. Key areas we will review include: 

• Quality of Products/Services 

• Delivery Timeliness 

• Customer Service and Support 

• Compliance with Contract Terms 

• Cost Efficiency 

We propose to hold the meeting on [Insert Date] at [Insert Time]. Please confirm your 

availability or suggest an alternative time that works for you. 

Thank you for your attention to this matter. We look forward to your response and working 

together to enhance our partnership. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


