
            Terrell ISD  

   Vendor Performance Deficiency 

Vendor Performance Evaluation 
 

A system for the evaluation of vendors and their performance is important to support an effective 

purchasing function.  Factors to consider for inclusion in the evaluation are:  

 Timeliness of deliveries  

 Completeness and accuracy of order  

 Quality of products or services received  

 Vendor response time  

 Price Quotes and Invoice Pricing match  

  

Whenever problems are encountered with a vendor, (i.e., a vendor fails to deliver certain items or 

delivery does not meet specifications) it is important to document the problem, noting the date and 

an accurate description of the problem.  Purchasing will contact the vendor and come to an 

agreeable solution on behalf of the individual.  The campus / department should keep a record of all 

phone calls, including the dates and what was discussed.  If the problem is not resolved or 

continues, written notification stating the problem, the corrective action required and that the vendor’s 

failure to correct the problem will be considered a breach of contract and could result in the 

cancellation of the contract should be given the vendor.  This record of information about vendor 

performance is very important in the evaluation of the vendor.  

  

If significant problems are encountered with the vendor, Terrell ISD Purchasing will evaluate the 

complaint and will consider the removal of the vendor from the approved vendor list and discontinue 

any business with the vendor.  Terrell ISD strives to develop an open and professional relationship 

with each vendor while still maintaining total independence and objectivity.  

  

  

  

  

  

  

  

  

  

  

  

    

 



            Terrell ISD  

   Vendor Performance Deficiency 

 

Vendor Name ________________________________   Bid # ________________                                        

 
1)  Timeliness of scheduled deliveries:   Very Good   Satisfactory  Poor 

 

2) Completeness and accuracy of order:   Very Good   Satisfactory  Poor 

 

3) Quality of products or services received:   Very Good   Satisfactory  Poor 

 

4) Vendor response time to correspondence:   Very Good   Satisfactory  Poor 

 

5) Price Quotes and Invoice Pricing match:   Very Good   Satisfactory  Poor 

 

 

Comments/Details (attach additional page(s) and photos if needed): _______________________________ 

 

________________________________________________________________________________________________ 

 

________________________________________________________________________________________________ 

 

________________________________________________________________________________________________ 

 

Requested Course of Action:  ___________________________________________________________________ 

 

________________________________________________________________________________________________ 

 

________________________________________________________________________________________________ 

 

________________________________________________________________________________________________ 

 

Terrell ISD Purchasing Response: _______________________________________________________________ 

 

________________________________________________________________________________________________ 

 

Submitted By: ____________________________________________________ Date: _________________________                                                     

         

Purchasing Director:   _____________________________________________ Date: _________________________                                                     

                                                                                                                                       

   


