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SUPPLIER PERFORMANCE

	Name of the Evaluator
	

	Date of Evaluation
	

	Name of Event / Regular Purchase
	

	Date of the Event / Regular Purchase
	


EVALUATION OF SERVICES / PRODUCT PURCHASED

	Product / Services
	Name of Supplier
	Quality 

(Max. 5 Points)
	Delivery (Max. 3 Points)
	Responsive-

ness

(Max. 2 points)

	1) A/V Equipment
	
	
	
	

	2) Backdrop / Banner 
	
	
	
	

	3) Bags 
	
	
	
	

	4) Brochures / Catalogues 
	
	
	
	

	5) Documentation Packs
	
	
	
	

	6) Fax Machine
	
	
	
	

	7) Freight Forwarding
	
	
	
	

	8) Gifts 
	
	
	
	

	9) Photocopier
	
	
	
	

	10) Hotel (Events)
	
	
	
	

	11) Hotel (Stay)
	
	
	
	

	12) Photographer (if external)
	
	
	
	

	13) Stand Construction
	
	
	
	

	14) Stationery / Printing Items with logo 
	
	
	
	

	15) Transport (Local)
	
	
	
	

	16) Travel : Air Ticketing
	
	
	
	

	17) Any other products / services 
	
	
	
	


Note : Reason to be mentioned below if rating given to any supplier, is less than 6 and written communication to be sent to the supplier by the concerned coordinator. 
RECOMMENDATION FOR CONTINUATION OF SERVICES / PRODUCT SUPPLIED

(To be Completed by concerned official handling Purchase, Printing, Events Logistics, Administration and RS)
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