SOP Template: Guidelines for Documenting and
Tracking All Vendor Correspondence

This SOP provides guidelines for documenting and tracking all vendor correspondence to ensure accurate
record-keeping, enhance communication efficiency, and maintain accountability. It covers procedures for logging emails,
phone calls, and meetings with vendors, organizing correspondence by date and subject, and utilizing tracking tools or
software for easy retrieval and follow-up. The objective is to streamline vendor interactions, prevent miscommunication,
and support audit and compliance requirements.

1. Purpose

To establish standardized procedures for recording, tracking, and retrieving all correspondence with vendors to facilitate
effective communication, accurate documentation, and compliance with audit standards.

2. Scope

This SOP applies to all employees involved in vendor management, procurement, and any interaction with vendors across
communication channels such as email, phone, and in-person meetings.

3. Responsibilities

¢ All Staff: Properly document and track vendor correspondence as outlined.
¢ Procurement Team: Ensure compliance with this SOP and maintain proper records.
¢ Managers/Supervisors: Monitor adherence and address any inconsistencies in documentation.

4. Procedure

1. Correspondence Logging

o Log each interaction (email, phone, meeting) in the designated tracking system (e.g., CRM, Excel sheet, or

document management software).
o Include the following details:
s Date and time of correspondence

Vendor name and contact information
Subject or summary of the conversation/discussion
Action items or outcomes
Name of staff member involved
Reference documents or attachments (if applicable)

2. Organizing Correspondence

o Organize all correspondence records chronologically and by vendor.

o Maintain consistent file naming conventions (e.g., VendorName_YYYYMMDD_Subject).
3. Utilizing Tracking Tools

o Use approved tracking tools or software to enter and manage correspondence.

o Ensure all data is backed up and accessible only to authorized personnel.
4. Follow-Up and Retrieval

o Setreminders for follow-up actions in the tracking system.
o Ensure correspondence is easily searchable by date, subject, or vendor.

5. Retention and Disposal

o Store records according to the company's retention policy (minimum of 3 years unless otherwise specified).
o Dispose of outdated records securely and in accordance with data protection regulations.

5. Example Vendor Correspondence Log



Date

2024-
05-18

2024-
05-21

Vendor
Name

ABC
Supplies

XYz
Logistics

Contact
Person

Maria
Gomez

ChenLee

Method

Email

Phone
Call

6. Compliance & Audit

Subject/Discussion

Order confirmation

Shipping delay
discussion

e Ensure all records are available for audit review as needed.
¢ Regularly review correspondence logs for completeness and accuracy.

7. Revision & Review

Action Items

Await delivery status
update

Receive new ETA
and confirm
adjustments

Staff Attachments
Involved

J.Smith | Order123.pdf

L. Perez | -

e This SOP should be reviewed annually or as needed to reflect changes in processes or technology.
¢ Revisions must be approved by the appropriate department head.



	SOP Template: Guidelines for Documenting and Tracking All Vendor Correspondence
	1. Purpose
	2. Scope
	3. Responsibilities
	4. Procedure
	5. Example Vendor Correspondence Log
	6. Compliance & Audit
	7. Revision & Review


