Vendor Contract Expectations

Date: [Insert Date]

To: [Vendor Name]

Address: [Vendor Address]

Dear [Vendor Name],

We are pleased to have the opportunity to collaborate with [Vendor Company Name]. To ensure

a successful partnership, we would like to outline our expectations regarding the upcoming
contract.

1. Scope of Services

We expect the following services to be delivered: [List services]

2. Quality Standards

All deliverables must meet the quality standards specified in our agreement, including [Specify
quality metrics].

3. Timelines

Timely delivery is crucial. Our project timeline is as follows: [Outline key dates].

4. Communication

We expect regular updates and open lines of communication. Key contact person: [Contact
Name, Email, Phone].

5. Payment Terms

Payment will be processed in accordance with the agreed-upon terms: [Specify payment terms].

We believe that clear expectations will facilitate a productive working relationship. Please
review and confirm your agreement to these expectations by [Insert Date].

Thank you for your attention. We look forward to a successful partnership!

Sincerely,



[Your Name]

[Your Position]

[Your Company Name]
[Your Contact Information]



