
SOP Template: Documentation Management for
Vendor Correspondences
Purpose
This SOP outlines documentation management for all vendor correspondences, ensuring systematic organization,
storage, and retrieval of all communication records with vendors. It includes guidelines for consistent record-keeping,
verification of document accuracy, secure storage solutions, regular audits, and compliance with company policies and
legal requirements. The goal is to maintain transparent, accessible, and reliable documentation to support vendor
relationships and facilitate efficient business operations.

Scope
This SOP applies to all employees involved in vendor management, purchasing, and procurement who create, receive, or
handle communications with vendors, including email, letters, contracts, meeting minutes, and any other documentation
related to vendor interactions.

Definitions

Term Definition

Vendor Correspondence Any written or electronic communication exchanged between the company and its vendors.

Documentation Records, files, and data related to vendor correspondence.

Secure Storage Physical or digital storage methods that restrict unauthorized access to documentation.

Responsibilities
Employees: Ensure proper and timely recording and archiving of all vendor correspondences.
Managers: Oversee adherence to SOP steps and verify compliance during audits.
IT/Data Management: Maintain secure storage systems and regular backups for electronic documentation.

Procedures
1. Collecting Correspondences:

Record all forms of communication with vendors, including emails, letters, meeting notes, and
agreements.
Use designated templates/formats where applicable.

2. Verifying Information:
Ensure accuracy and completeness of the documentation before archiving.
Confirm that all attachments and referenced documents are included.

3. Organizing and Storing:
Store records electronically in the secure company document management system, organized by
vendor name and date.
Physical documents should be scanned and archived digitally when possible; originals should be
securely filed.

4. Access Control:
Restrict documentation access to authorized personnel only.
Review and update user permissions regularly.

5. Retention and Disposal:
Retain documentation according to company policy or legal/regulatory requirements.
Dispose of outdated documents securely (e.g., shredding paper documents, deleting electronic files as
per protocol).

6. Auditing and Compliance:
Conduct regular audits of stored documentation for completeness and compliance.
Address any discrepancies or non-compliance issues promptly.

Compliance & Legal Requirements



Follow relevant company data retention and privacy policies.
Ensure compliance with applicable local, national, and international regulations governing vendor documentation.
Consult the legal department regarding contract-related correspondences and retention periods.

References
Company Document Management Policy
Data Privacy & Confidentiality Policy
Vendor Management Guide

Revision History

Version Date Description Author

1.0 2024-06-01 Initial creation [Author Name]

Note: This SOP must be reviewed annually or upon changes to company policy or relevant regulations.
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