
Vendor Performance Analysis 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Company Name] 

Subject: Vendor Performance Analysis Report 

Dear [Vendor Contact Name], 

We are pleased to present the Vendor Performance Analysis for the period of [insert time frame]. 

This report evaluates your services and highlights key performance indicators that are vital for 

our ongoing partnership. 

Performance Summary 

• Quality of Products/Services: [Insert evaluation] 

• Timeliness of Deliveries: [Insert evaluation] 

• Communication Effectiveness: [Insert evaluation] 

• Responsiveness to Issues: [Insert evaluation] 

Strengths 

[List strengths] 

Areas for Improvement 

[List areas for improvement] 

Recommendations 

[Insert recommendations for future collaboration] 

We appreciate your efforts and commitment to supporting our business objectives. We look 

forward to your feedback regarding this analysis and your thoughts on how we can enhance our 

collaboration moving forward. 

Best regards, 

[Your Name]  

[Your Job Title]  



[Your Company Name]  

[Your Contact Information] 


