
Vendor Performance 
 
Vendor performance is tracked through the life of the contract.  If there is a problem with 
vendor performance the following steps are taken by NEISD: 
 
1. Vendor is verbally notified by the end user of the problem and resolution is 

attempted.  The end user documents the communication. 
 
2. If problem is not resolved or problem reoccurs, the end user notifies Procurement 

& eCommerce and the appropriate Purchasing Specialist will contact the vendor 
to resolve the problem.  The communication with the vendor is documented for 
the bid file. 

 
3. If problem still persists, the Assistant Director or Senior Director will contact the 

vendor and try to resolve the problem and send a letter to the vendor with the 
expected resolution to the problem and consequences if problem is not resolved 
which may include termination of the contract and placing the vendor on hold for 
future purchases.  The communication is documented for the bid file. (Sample 
letters have been included.) 

 
4. If problem is still not resolved the issue may be turned over to District legal 

representation or the contract will be terminated per the bid specifications and the 
vendor placed on hold for any future purchases.  Also, the vendor will be removed 
from any bid lists and if the vendor submits a bid proposal that proposal will be 
evaluated per evaluation criteria set forth in Texas Education Code 44.031.  All 
documentation will become a part of the bid file. 

 
5. If a vendor satisfactorily fulfills the requirements of a contract, the performance 

and relationship with the vendor, established through that contract, will be 
favorably considered in future bid submittal evaluations per evaluation criteria set 
forth in Texas Education Code 44.031. 

 
North East ISD also maintains a Vendor/Product Performance form on the Procurement 
Intranet web page.  Campuses and departments are encouraged to complete the form for 
positive and negative vendor/product performance reviews (see attached).   
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VENDOR/PRODUCT PERFORMANCE FORM 

Vendor and product performance are important factors to consider when making a 
purchase.  If you have a compliment for a vendor or a product, please indicate in the 
appropriate form sections below.  If you have a problem or complaint with a vendor or 
product regarding service, quality of product, deliveries, substitutions, price increases, 
excessive freight, etc., please fill in all sections of the form.  Completed forms provide 
the Department of Procurement & E-Commerce with written documentation that will be 
considered when making future bid awards and purchases. 

Company:  
Product:
Salesman:  
Telephone: (           ) 

Compliment, problem or complaint:  

Was the company contacted?  ______ Yes   ______ No 

If Yes, Person contacted:  Date:  

What actions were taken by the company, or representative of the company, to correct the  
problem?  

Was the problem handled in an appropriate and timely manner?  ______ Yes   ______ No 

If No, please explain:  

Campus/Departmemt:  
Contact:
Telephone: (           ) Date:  

PLEASE FORWARD COMPLETED FORM TO THE DEPARTMENT OF 
PROCUREMENT & E-COMMERCE, ATTENTION DAVID C. BOHANNON, 
ASSISTANT DIRECTOR OF PROCUREMENT & E-COMMERCE. 




