
Vendor Selection Criteria for Outsourcing IT 

Services 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

As part of our process for selecting a vendor for outsourcing our IT services, we would like to 

outline our selection criteria to ensure transparency and mutual understanding. We believe that 

clear communication is essential in selecting the right partner. 

Vendor Selection Criteria: 

1. Experience and Expertise: Demonstrated experience in providing IT services similar to 

our needs, including case studies or references from past clients. 

2. Technical Capabilities: Evaluation of the technical skills and services offered, including 

software development, network management, and cybersecurity solutions. 

3. Cost Structure: Detailed breakdown of costs involved, including setup fees, ongoing 

maintenance, and any additional costs that may arise. 

4. Support and Maintenance: Availability of support services, response times, and 

maintenance schedules. 

5. Compliance and Security: Adherence to industry standards and regulations, as well as 

data security measures in place to protect sensitive information. 

6. Scalability: Ability to scale services to accommodate future growth and changing 

business needs. 

We appreciate your attention to these criteria as we move forward in the evaluation process. 

Please provide the necessary documentation and responses by [Insert Deadline Date]. Should 

you have any questions or need further clarification, do not hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


