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VEN – Template – Vendor Profile and Qualifications  

IBPL Sample Template
Vendor Profile and Qualifications  
Company Profile

Company profile should include at a minimum, the information in the following section.  These attributes will be maintained in the ITAM repository for all vendors which are evaluated and/or actively providing products or services.

	Vendor Information


	Detail

	Company Common Name and Name Variations
	

	Website
	

	Main Telephone Number
	

	Legal Company Name
	

	Headquarters Location and Address
	

	Headquarter Contact Name
	

	Vendor Local Address
	

	Vendor Local Contact Name
	

	Vendor Local Phone Number
	

	Vendor Support Contact Name
	

	Vendor Support Phone Number 
	

	Vendor Primary Fax Number and Email Address
	

	Vendor Accounts Receivable Contact
	

	Vendor Account Receivable Address
	

	Vendor Accounts Receivable Phone Number and Email Address
	

	Vendor Legal Contact Name
	

	Vendor Legal Address
	 

	Vendor Legal Phone Number
	

	Vendor Customer ID Number (ID number issued by vendor to our company)
	

	Vendor Internal ID Number (ID number issued by our company to vendor)
	

	Primary Industry Focus
	

	Company Characteristics (list the typical size of vendors clients/target company or other characteristic of vendor client base)
	

	Geographic Regions of Product/Service Delivery
	

	Market Capitalization
	

	Fiscal Year (Begin/End)
	

	Mission
	

	Primary Products or Services
	

	Number of Employees
	

	Year Vendor Company Founded
	

	Years of Experience in Target Product Market 
	

	Principal Owners or Public Company (List Contacts or Listing Exchange and Stock Symbol)
	

	Vendor GSA Status 
	

	Preferred Venue of Governing Law
	

	Does Vendor Participate in Maintenance and Support Auto Renew Program?
	


Capability Summary

Describe the benefits that the vendor recognizes through an affiliation with our organization.

Describe the relative importance and benefits that vendor will realize through working with our organization.

Does the vendor have an established presence in the desired geographic region?

Professional Services Capabilities

	Summary of Capability


	Response

	Number of Employees currently involved in the delivery of the desired services
	

	Describe specific ITAM offerings or solutions that are currently provided
	

	Describe your current expertise in providing risk, audit or compliance services:
	

	How many ITAM related assessments are currently being performed per month?
	

	How many hours can you commit to deliver based upon your existing opportunities/pipeline?
	

	How will you promote the program internally and externally to gain market awareness?
	

	Describe measures employed to establish your level of customer satisfaction:
	

	Describe the training and certification requirements that are currently required for consultants delivering asset management services on your behalf
	


Strategic Vendor Capabilities

References, Testimonials and Success Stories

Please provide a brief description of those client engagements that are reflective of the asset management services provided and/or any testimonials or published successes.  (Our Organization will not contact these clients without your specific authorization).

	Client


	Description of Products and/or Services Provided

	
	

	
	

	
	


Cost Savings and Documented ROI 

Describe any client engagements where your organization was directly involved in helping them to achieve a measurable business outcome.

	Client


	Description of Benefits Achieved / ROI

	
	

	
	

	
	


Partnerships and Industry Affiliations

Please describe those partners or other business relationships that are relevant to the Asset Management practice.  For instance, is the vendor a reseller of asset management software?  Do you have service or distribution agreements with other IT service organizations or software manufacturers?

	Organization


	Business Relationship

	
	

	
	

	
	


Subcontracting Relationships

Do you currently subcontract work that you perform in connection with providing asset management services or related IT services?  Do you plan to use subcontract providers for IT asset services?  If so, how do you ensure the qualifications of your subcontract providers and how do you exercise management oversight for the delivery of services?   Please describe those relationships and details here:

	Organization


	Services Provided / Quality Requirements

	
	

	
	

	
	


Performance Measurement

Performance Score card

Our organization values and continuously evaluates vendor product and services relationships.  This section is an example of a Performance Score Card that may be used in a regularly scheduled review of the organization’s experiences with your company.  Input to these score cards is gathered from a variety of internal sources and research and includes performance, quality and customer satisfaction factors.  The results are presented by the Vendor Manager to the individual designated as the primary contact for your company.  The information weighs into future product selections and renewals as well as determining the value of the ongoing relationship.  
For each performance indicator identified, any significant factors or issues related to attainment will be identified.  

A rating will then be assessed according to the following:

1. Fails to meet criteria

2. Meets criteria inconsistently / with excessive variability or issues

3. Minimum acceptable performance

4. Provides consistently acceptable performance / improving

5. Consistently adds value and exceeds measurable criteria.  Optimizing behaviors demonstrated.  Variability within control limits.

	Performance Indicator 


	Attainment Factors or Issues
	Rating

	Accuracy of invoicing

	
	

	Order Fulfillment Timeframes


	
	

	Vendor Compliance Process

	
	

	Vendor Return Policy

	
	

	Negotiation Policy

	
	

	Technical Support

	
	

	Business Communications and Responsiveness

	
	

	Reliability of Product

	
	

	Technical Support Responsiveness 

	
	

	Product Selection Availability

	
	

	Negotiation Flexibility

	
	

	Payment Terms

	
	

	Sales Support

	
	

	Understanding of our Corporate Structure

	
	

	Product Knowledge of the Sales/Support Staff

	
	

	Accuracy of Order Delivery


	
	

	Price Compared to Similar Products

	
	

	Defects in Delivered Products
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