SOP Template: Guidelines for Feedback Collection
and Vendor Development

This SOP provides comprehensive guidelines for feedback collection and vendor development, detailing the
systematic approach to gathering, analyzing, and utilizing feedback to enhance vendor relationships, performance, and
product quality. It covers methods for effective communication with vendors, criteria for vendor evaluation and selection,
strategies for continuous improvement, and protocols for maintaining transparent and collaborative partnerships to drive

mutual growth and business success.

1. Purpose

To establish standardized procedures for feedback collection, analysis, and vendor development to ensure optimal
vendor performance and sustained business relationships.

2. Scope

This SOP applies to all procurement, quality assurance, and vendor management activities involving active and

prospective vendors.

3. Definitions

¢ Vendor: Any individual or entity providing goods or services to the organization.
¢ Feedback: Information provided regarding the vendor's products, services, or performance.
¢ Vendor Development: Activities aimed at improving vendor performance and capabilities.

4. Responsibilities

Role Responsibility
Procurement Oversee the feedback and development process; ensure implementation of improvement
Manager actions.
Quality Assurance Evaluate vendor performance and review feedback data.
Vendor Address feedback and participate in development initiatives.
All Stakeholders Provide honest, constructive feedback regarding vendor services and products.

5. Procedures

5.1 Feedback Collection

1. Use standardized feedback forms or digital platforms to gather structured feedback from internal stakeholders
concerning vendor performance, product quality, timeliness, and communication.

2. Conduct periodic surveys, interviews, and review meetings with relevant departments.

3. Encourage open and transparent communication channels for ad-hoc feedback.

5.2 Feedback Analysis

1. Compile and categorize feedback data for each vendor.



2. Analyze aggregated feedback to identify trends, strengths, and areas for improvement.
3. Document findings and prioritize key issues for action.

5.3 Vendor Evaluation and Selection Criteria

Quality of goods/services

Adherence to timelines and commitments
¢ Responsiveness and communication

¢ Compliance with regulatory and contractual requirements

Cost-effectiveness and value addition

5.4 Vendor Development Strategies

Share consolidated feedback with vendors in a formal review meeting.

Work jointly to develop corrective and preventive action plans.

Facilitate necessary training or resource sharing to address knowledge and skill gaps.
Set measurable objectives and timelines for performance improvement.
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Monitor progress regularly and provide ongoing support.

5.5 Continuous Improvement & Collaboration

1. Schedule regular performance reviews (quarterly, bi-annually).

2. Encourage two-way feedback for sustainable partnership.

3. Recognize and reward exemplary vendor performance.

4. Revise vendor lists and reevaluate partnerships based on performance metrics.

6. Documentation

¢ Maintain records of all feedback collected and actions taken.
e Document all vendor meetings, action plans, and improvement initiatives.

e Store records securely and grant access to authorized personnel only.

7. Review and Revision

This SOP should be reviewed annually or as needed to incorporate process improvements, regulatory changes, and
business needs.

8. References

e Procurement Policy Manual
¢ Quality Assurance Guidelines

¢ Applicable Regulatory Standards
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