	Vendor and Contract Report Cards


	Instructions:

	· Use Part 1 to tell us about how well the contractor is performing.

· Use Part 2 to tell us how well the contract works for you.

· Submit completed Report Card to:  csmail@ga.wa.gov   

· To check boxes – double click
Need Help?  Click here csmail@ga.wa.gov to send us an email with your question and someone will get back to you within one business day.

	Tell us about you:

	Agency /Division
	Agency Contact Name
	Email

	
	
	

	Tell us about the contract:

	Contractor Name
	Contract Number
	Performance Period

	
	
	From:                         To:

	I use this contract:

	 FORMCHECKBOX 
 Daily
	 FORMCHECKBOX 
 Weekly
	 FORMCHECKBOX 
 Monthly
	 FORMCHECKBOX 
 Quarterly 
	 FORMCHECKBOX 
 Annually


	Part 1 Vendor Performance Report Card

	

	1. Would you like the current contract extended with the current vendor? (if applicable)

	
	 FORMCHECKBOX 
 Yes
	 FORMCHECKBOX 
 No

	2. On time delivery and order completion

	 FORMCHECKBOX 
 Outstanding (5)
	 FORMCHECKBOX 
 Very Good (4)
	 FORMCHECKBOX 
 Satisfactory (3)
	 FORMCHECKBOX 
 Poor (2)
	 FORMCHECKBOX 
 Unsatisfactory (1)

	3. Timeliness of invoices

	 FORMCHECKBOX 
 Outstanding (5)
	 FORMCHECKBOX 
 Very Good (4)
	 FORMCHECKBOX 
 Satisfactory (3)
	 FORMCHECKBOX 
 Poor (2)
	 FORMCHECKBOX 
 Unsatisfactory (1)

	4. Customer service courtesy and quality

	 FORMCHECKBOX 
 Outstanding (5)
	 FORMCHECKBOX 
 Very Good (4)
	 FORMCHECKBOX 
 Satisfactory (3)
	 FORMCHECKBOX 
 Poor (2)
	 FORMCHECKBOX 
 Unsatisfactory (1)

	5. Accuracy of invoices

	 FORMCHECKBOX 
 Outstanding (5)
	 FORMCHECKBOX 
 Very Good (4)
	 FORMCHECKBOX 
 Satisfactory (3)
	 FORMCHECKBOX 
 Poor (2)
	 FORMCHECKBOX 
 Unsatisfactory (1)

	6. Problem solving

	 FORMCHECKBOX 
 Outstanding (5)
	 FORMCHECKBOX 
 Very Good (4)
	 FORMCHECKBOX 
 Satisfactory (3)
	 FORMCHECKBOX 
 Poor (2)
	 FORMCHECKBOX 
 Unsatisfactory (1)

	7. Overall vendor performance

	 FORMCHECKBOX 
 Outstanding (5)
	 FORMCHECKBOX 
 Very Good (4)
	 FORMCHECKBOX 
 Satisfactory (3)
	 FORMCHECKBOX 
 Poor (2)
	 FORMCHECKBOX 
 Unsatisfactory (1)

	8. Tell us about the times that the vendor has given you outstanding or unsatisfactory service:

	


	Part 2 Contract Quality Report Card

	

	1. Items on contract meet my needs (functionality and performance)

	 FORMCHECKBOX 
 Outstanding (5)
	 FORMCHECKBOX 
 Very Good (4)
	 FORMCHECKBOX 
 Satisfactory (3)
	 FORMCHECKBOX 
 Poor (2)
	 FORMCHECKBOX 
 Unsatisfactory (1)

	2. Contract pricing meets my expectations (cost effective and a good value)

	 FORMCHECKBOX 
 Outstanding (5)
	 FORMCHECKBOX 
 Very Good (4)
	 FORMCHECKBOX 
 Satisfactory (3)
	 FORMCHECKBOX 
 Poor (2)
	 FORMCHECKBOX 
 Unsatisfactory (1)

	3. Contract requirements meets my needs (special terms and conditions)

	 FORMCHECKBOX 
 Outstanding (5)
	 FORMCHECKBOX 
 Very Good (4)
	 FORMCHECKBOX 
 Satisfactory (3)
	 FORMCHECKBOX 
 Poor (2)
	 FORMCHECKBOX 
 Unsatisfactory (1)

	4. Length of contract term meets my needs (appropriate term for the market)

	 FORMCHECKBOX 
 Outstanding (5)
	 FORMCHECKBOX 
 Very Good (4)
	 FORMCHECKBOX 
 Satisfactory (3)
	 FORMCHECKBOX 
 Poor (2)
	 FORMCHECKBOX 
 Unsatisfactory (1)

	5. Scope of contract meets my needs (number of items, features and options)

	 FORMCHECKBOX 
 Outstanding (5)
	 FORMCHECKBOX 
 Very Good (4)
	 FORMCHECKBOX 
 Satisfactory (3)
	 FORMCHECKBOX 
 Poor (2)
	 FORMCHECKBOX 
 Unsatisfactory (1)

	6. Do you have any suggested changes to the contract?

	       FORMCHECKBOX 
 Add the following items to the contract (list):



	       FORMCHECKBOX 
 Remove the following items from the contract (list):



	       FORMCHECKBOX 
 Add the following features, services or options (list):



	       FORMCHECKBOX 
 Remove the following features, services or options (list):



	       FORMCHECKBOX 
 Change the following specification (list item and specification):



	       FORMCHECKBOX 
 Other suggested changes (list):




