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DEPARTMENT OF ADMINISTRATION



        Real Estate and Construction Services (RECS) 
RECS Standard Work 
SW-11  for VENDOR PERFORMANCE REPORTS 
Standard for:
Vendor Performance Reports  
Purpose:


1. To achieve a consistent method for completing Vendor Reports 
Background:
1.  RECS Policy is to evaluate the performance of all Vendors (on Professional/Technical and Construction Contracts). (See SW-07 for Vendor Performance Evaluation Standard Work process)
2. RECS’s Vendor Performance Reporting Policy RECS-CT-02 contains policy requirements for carrying out vendor performance evaluations.
References or related documents:

RECS-CT-02 Vendor Performance Reporting Policy

SW-07 for Vendor Performance Evaluation
Estimated time for completion:


 During the progress of work, (1) when a vendor is not performing or delivering services or work in accordance with their contract, or, (2) when a vendor is performing their work in an outstanding manner.
Standard:  


	Step
	TASK
	TIME

	1

	The RECS Project Manager (PM) prepares a Vendor Performance Report at the following times:

a. During the progress of the work, when a vendor is not performing or delivering services or work in accordance with their contract.

b. During the progress of the work, when a vendor is performing their work in an outstanding manner.

NOTE: A Vendor Performance Report can be done separately, and at any time during the contract time frame.  See RECS-CT-02 Vendor Performance Reporting Policy

Evaluation forms are web based at the following locations:

a. MMD’s Vendor Performance Report form: http://www.mmd.admin.state.mn.us/pdf/perform.pdf  or also available at:  S:\RECSWEB\internal\index.html 

	N/A



	2
	When a Vendor Performance Report is being done, the RECS PM creates a cover letter (sample letter is contained in the RECS-CT-02 Vendor Performance Reporting Policy).  In the letter, the RECS PM indicates the action to be taken:

a.  Notify the vendor of their excellent performance.

b. Notify the vendor of their unsatisfactory performance related to the CONTRACT REQUIRMENTS AND DELIVERABLES and requests: 

1. that the vendor improve their performance, 

2. that they are to provide an action plan with schedule for mitigating the deficiency(s),

3. that the vendor be put on notice that their remaining work under the contract will be further monitored and if performance does not improve, a follow-up report will be issued requesting suspension or debarment from future state bidding and contracting.

The RECS PM submits the draft letter and all back-up documentation to their Supervisor (RECS Construction Program Manager) for review.

After review and consultation with their supervisor, the RECS PM mails the Cover Letter and Vendor Performance Report to the vendor and copies MMD’s Customer and Vendor Service Specialist.

NOTE:  The cover letter will state that the Vendor is to respond to the MMD Customer and Vendor Specialist.


	1 Day


	Step
	TASK
	TIME

	3
	The RECS PM forwards the Vendor Performance Report and cover letter to RECS Contracting.  


	1 Day

	4
	RECS Contracting

a. Scans and makes a pdf file of the Vendor Performance Report and cover letter and files it in the “S” sharedrive  - file path is:  S:/Reports

b. Files the signed Vendor Performance Report and cover letter in the contractor file.


	1 Day


Process for revising standard:


Submit electronic document of this standard with tracked and redline changes.
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