Vendor Performance Report
REPORTING INSTRUCTIONS:
Through the Arizona Procurement Code, vendors/contractors are selected for their ability to serve the needs of the State of Arizona economically and efficiently. When contractors do not perform satisfactorily, the respective DEMA Program is therefore responsible for notifying the Purchasing and Contracting Office in writing using a Vendor Performance Report (Form 123 08-00). 
Once the completed Vendor Performance Report is returned to the DEMA Purchasing and Contracting Office, your complaint and documentation received will be reviewed. Based on the circumstances of the complaint and the deficient contractor performance documented, the DEMA Purchasing and Contracting Office will address the performance deficiency, properly document it, and ultimately meet with the vendor to help correct or improve future performance. 
All vendor performance must be consistent with the terms and conditions specified in their contract and/or purchase order issued by the State. Therefore, the State may terminate any contractual agreement due to persistent poor performance or non-performance.

Monitoring of Services:
The requisitioning program must thoroughly monitor all vendor performance against the terms of the contract. Any performance inadequacies must be thoroughly documented and a performance report filed with Purchasing and Contracting Office.
NOTE:  In accordance with Arizona Revised Statutes and The Freedom of Information Act 5 U.S.C. § 552, as amended by Public Law No. 104-231, 110 Stat. 3048., the completed vendor performance report submitted to the DEMA Purchasing and Contracting Office is considered public information. Therefore, the comments you make on this form are subject to review by anyone requesting to see it. Therefore, only use specific examples of non-complying performance. Do not use inflammatory language.  JUST THE FACTS, PLEASE!
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	VENDOR PERFORMANCE REPORT/COMPLAINT FORM
	Department of Emergency and Military Affairs

Purchasing and Contracting

5636 E. McDowell Rd., 

Bldg M5330

Phoenix, AZ 85008

Phone: (602) 267-2699

Fax:     (602) 267-2576

	
	This form should be used to document positive or negative performance of a DEMA/State of Arizona contractor and to state whether you are requesting the DEMA Purchasing and Contracting Office take corrective action.  
	

	PART 1 – DEMA PROGRAM REPORT

	DEMA Division:      
	Address:     

	Contact Name:     
	Phone:     
	Contact Address:     

	Vendor:      
	Vendor Contact:     

	Contract No.:      
	PO# (if applicable)      
	Date:      
	Invoice #:      
	Date:       

	Describe the vendor’s inadequate or exceptional performance. You must be accurate, complete and only state facts. 

Use additional sheets or attachments if necessary. 

	     

	

	

	

	

	

	

	

	

	

	

	

	 FORMCHECKBOX 

	Reporting incident, no action requested.

	 FORMCHECKBOX 

	Specific action requested: 
	     

	
	
	

	

	
	
	

	Signature of DEMA Program Representative:
	Date: 

	PART 2 – PURCHASING AND CONTRACTING OFFICE ACTION

	Action Date:

	

	Action Taken: 

	

	

	

	

	

	

	

	

	

	

	

	

	DEMA P&C Representative: 
	Date:


