
Vendor Engagement Performance Analysis 

Date: [Insert Date] 

[Vendor Name] 

[Vendor Address] 

[City, State, Zip Code] 

Dear [Vendor Contact Name], 

We are writing to provide you with the performance analysis of our engagement over the past 

[time period]. This assessment aims to highlight key areas of success, as well as opportunities for 

improvement. 

Performance Metrics 

• Delivery Timeliness: [Insert metrics/results] 

• Quality of Products/Services: [Insert metrics/results] 

• Communication Efficiency: [Insert metrics/results] 

• Cost Management: [Insert metrics/results] 

Strengths Identified 

[Detail strengths] 

Areas for Improvement 

[Detail areas for improvement] 

Next Steps 

We would like to schedule a meeting to discuss this analysis in detail and explore ways to 

enhance our collaboration moving forward. Please let us know your availability. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Position] 



[Your Company] 

[Your Contact Information] 


