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VEN – Template – Sample Scorecard 1

IBPL Sample Template
Sample Vendor Scorecard 1
	Vendor Report Card Survey

	Vendor: _________________________

	Please place an "X" in the column that best represents your response.  

Note:  The comments section is critical to the score card, especially if you assign a low rating in a particular area.  Please provide comments on specific instances, vendor representatives, and problems/issues to support your rating.

The results of this survey will be provided to the vendor, so that the vendor can continue to provide improved products and services to the organization.  Without your input the vendor will not know how to improve.


	RESPONSIVENESS
	 
	Outstanding
	Above Average
	Average
	Below Average
	Isn't Doing It
	Not
Applicable

	
	 
	 
	 
	 
	 
	 
	 

	
	
	1
	2
	3
	4
	5
	6

	1.  Does the vendor meet install dates?
	
	 
	 
	 
	 
	 
	 

	2.  Is the vendor timely with questions/problems about orders?
	
	 
	 
	 
	 
	 
	 

	3.  Does the vendor return messages the same day?
	
	 
	 
	 
	 
	 
	 

	4.  Is the vendor able to resolve problems in a timely manner?
	
	 
	 
	 
	 
	 
	 

	5.  What is the timeliness of response to information inquiries?
	
	 
	 
	 
	 
	 
	 

	6.  Is the vendor meeting mandated goals? 
	
	 
	 
	 
	 
	 
	 

	7.  What is the quality of the response?
	
	 
	 
	 
	 
	 
	 

	8. Is the vendor reporting results in a timely manner? 
	
	 
	 
	 
	 
	 
	 

	RESPONSIVENESS COMMENTS: (REQUIRED)
	
	 
	 
	 
	 
	 
	 



Not

	Applicable

	
	
	 
	 
	 
	 
	 
	 

	
	
	1
	2
	3
	4
	5
	6

	1.  Are vendor's products/services competitive with other vendor's products/services?
	
	 
	 
	 
	 
	 
	 

	2.  Is the vendor proactive in presenting new technologies?
	
	 
	 
	 
	 
	 
	 

	3.  Does the vendor provide quality training on new technologies?
	
	 
	 
	 
	 
	 
	 

	4.  Does the vendor's technical staff understand underlying technologies?
	
	 
	 
	 
	 
	 
	 

	5.  Is the vendor technology considered strategic to the business?
	
	 
	 
	 
	 
	 
	 

	6.  Does the vendor understand how the technology fits into existing architecture?
	
	 
	 
	 
	 
	 
	 

	TECHNOLOGY COMMENTS: (REQUIRED)
	
	 
	 
	 
	 
	 
	 


	RELIABILITY & QUALITY
	
	Outstanding
	Above Average
	Average
	Below Average
	Isn't Doing It
	Not
Applicable

	 
	
	 
	 
	 
	 
	 
	 

	
	
	1
	2
	3
	4
	5
	6

	1.  Are vendor's products/services reliable compared to similar products/services?
	
	 
	 
	 
	 
	 
	 

	2.  Does the vendor meet commitments?
	
	 
	 
	 
	 
	 
	 

	3.  Are vendor's responses to your technical questions answered completely?
	
	 
	 
	 
	 
	 
	 

	4.  Is the vendor knowledgeable and resourceful when answering questions?
	
	 
	 
	 
	 
	 
	 

	RELIABILITY & QUALITY COMMENTS: (REQUIRED)
	
	 
	 
	 
	 
	 
	 


	COMMUNICATIONS
	 
	Outstanding
	Above Average
	Average
	Below Average
	Isn't Doing It
	Not
Applicable

	
	
	 
	 
	 
	 
	 
	 

	
	
	1
	2
	3
	4
	5
	6

	1.  Are regular product/services announcements provided to staff?
	
	 
	 
	 
	 
	 
	 

	2.  Does the vendor participate in two-way direction sharing?
	
	 
	 
	 
	 
	 
	 

	3.  Does the vendor display an understanding of business needs?
	
	 
	 
	 
	 
	 
	 

	4.  Does the vendor provide an explanation of terms and conditions?
	
	 
	 
	 
	 
	 
	 

	5.  Does the vendor provide status and exception and escalation reporting?
	
	 
	 
	 
	 
	 
	 

	6.  Does the vendor ensure customer is aware of new information?
	
	 
	 
	 
	 
	 
	 

	7. Does the vendor communicate to the group and Vendor Manager significant issues and opportunities regarding Minority, Women & Disabled Business Enterprises (MWDBEs) in its supply chain? (other mandated requirements)
	
	 
	 
	 
	 
	 
	 

	8. Does vendor provide educational seminars/events to keep customers informed of trends in the industry?.
	
	 
	 
	 
	 
	 
	 

	COMMUNICATIONS COMMENTS: (REQUIRED)
	
	 
	 
	 
	 
	 
	 


	 
	 
	 
	 
	 
	 
	 
	 

	AVAILABILITY
	
	Outstanding
	Above Average
	Average
	Below Average
	Isn't Doing It
	Not
Applicable

	
	
	 
	 
	 
	 
	 
	 

	
	
	1
	2
	3
	4
	5
	6

	1.  Does vendor's product meet shipment dates?
	
	 
	 
	 
	 
	 
	 

	2.  Do the vendor's services meet service levels?
	
	 
	 
	 
	 
	 
	 

	3.  Does the vendor provide a single point of contact?
	
	 
	 
	 
	 
	 
	 

	4.  Does vendor's technical staff provide adequate support?
	
	 
	 
	 
	 
	 
	 

	5.  Is vendor's information & documentation easy to access?
	
	 
	 
	 
	 
	 
	 

	AVAILABILITY COMMENTS: (REQUIRED)
	
	 


	ATTITUDE
	 
	Outstanding
	Above Average
	Average
	Below Average
	Isn't Doing It
	Not
Applicable

	
	
	 
	 
	 
	 
	 
	 

	 
	
	1
	2
	3
	4
	5
	7

	1.  Does the vendor cooperate in multi-vendor environment?
	
	 
	 
	 
	 
	 
	 

	2.  Does the vendor demonstrate professionalism?
	
	 
	 
	 
	 
	 
	 

	3.  Is the vendor's relationship with the client a partnership?
	
	 
	 
	 
	 
	 
	 

	4.  Does the vendor demonstrate a 'Can Do' attitude?
	
	 
	 
	 
	 
	 
	 

	5.  Does the vendor demonstrate support of the client's initiative? 
	
	 
	 
	 
	 
	 
	 

	6.   Is the vendor willing to participate in the development of Minority, Women & Disabled Business Enterprises (MWDBEs)? (other mandated goals)
	
	 
	 
	 
	 
	 
	 

	ATTITUDE COMMENTS: (REQUIRED)
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