Logistics Standard Operating Procedure

Vendor Management

Date: [Insert Date]

To: [Vendor Name]

From: [Your Company Name]

Subject: Standard Operating Procedure for Vendor Management

Dear [Vendor Name],

This letter serves to outline the standard operating procedures (SOP) for managing our vendor
relationship. Adhering to these procedures will facilitate effective communication and ensure a
smooth operational flow.

1. Vendor Selection

« Criteria for selection must include reliability, cost-effectiveness, and compliance with
industry standards.

2. Order Placement

o All orders must be placed via [specify platform/method] and confirmed within [insert
timeframe].

3. Delivery and Shipping

« Confirm shipping details including tracking information within [insert timeframe] after
shipment.

4. Quality Control

o All deliveries are subject to a quality check upon receipt. Any discrepancies must be
reported within [insert timeframe].

5. Payment Terms

o Payment will be processed within [insert timeframe] of invoice receipt, pending
compliance with our agreed terms.



We appreciate your cooperation and commitment to maintaining the standards set forth in this

SOP. If you have any questions or require further clarification, please do not hesitate to contact
us.

Thank you for your attention to these matters.
Sincerely,

[Your Name]

[Your Position]

[Your Company Name]
[Contact Information]



