SUPPLIER EVALUATION FORM
Weighted scoring · ready to print and sign
Supplier header
	Registered company name
	…
	Country / tax or registration no.
	…

	Address
	…
	Contact name / role
	…

	Phone
	…
	Email
	…

	Product groups
	…
	Payment terms and credit period
	…

	Certificates held
	ISO 9001, authorised dealer status, etc.
	Evaluation date
	…


Buying across a border? Note the delivery terms too — the Incoterms® 2020 rule and the named place — so that prices on different terms are not compared.
Evaluation criteria and scoring
	Criterion
	Weight (%)
	1 point =
	5 points =
	Score (1–5)
	Weighted points

	Price and total cost of ownership
	20
	Clearly above the market, no line-by-line prices
	Lowest total cost, transparent line-by-line pricing
	
	

	Product quality and certification
	20
	No documents, brand or model unclear
	Full document set (CE marking where it applies, declaration of conformity, safety data sheet), brand and standard stated
	
	

	Lead-time reliability
	15
	Misses the dates it gives, does not report slippage
	No delays; any slippage reported in advance and in writing
	
	

	Range covered / single-source capability
	10
	Covers a small part of the list
	Covers nearly the whole list from one source
	
	

	Responsiveness and a clear point of contact
	10
	Replies take days, no clear contact
	Same-day reply, one named contact
	
	

	Payment terms and credit period
	10
	Prepayment only, no flexibility
	Account terms with a reasonable credit period, in writing
	
	

	Paperwork discipline
	8
	Invoices or delivery notes missing or wrong
	Complete and on time; conformity documents arrive with the goods
	
	

	After-sales, returns and warranty
	7
	Returns not accepted, warranty process unclear
	Written returns and warranty policy that works in practice
	
	

	TOTAL
	100
	
	
	—
	


Weighted points = weight × score ÷ 5. The column total is the score out of 100. To let Excel do the arithmetic, the calculating version of this form is free as well; the online supplier evaluation scorecard uses the same criteria and bands.
What the score means
	Score
	Verdict
	What happens next

	80 and above
	Approved supplier
	Account can be opened; suitable for a framework agreement.

	65 to under 80
	Conditional approval
	Pilot order; track the first three deliveries, then score again.

	50 to under 65
	Improvement needed
	Ask for the gaps in writing and evaluate again.

	Below 50
	Not suitable
	Look for an alternative.



Veto checks — if even one is “Yes”, the supplier is not approved, whatever the score
	Veto check
	Yes
	No

	The legal identity (registered name, tax or registration number) cannot be verified
	□
	□

	Required product documents (CE marking where it applies, declaration of conformity, safety data sheet) cannot be provided
	□
	□

	The supplier refuses to price line by line
	□
	□

	For PPE and other safety products, conformity with the required standard cannot be evidenced
	□
	□

	There is a serious unresolved dispute from the past
	□
	□

	A criterion that carries weight is scored 1 (“fails the requirement”)
	□
	□



Result
	Total score (out of 100)
	Veto result
	Verdict

	
	
	



	Evaluated by (name / role)
	Approved by (name / role)

	


Date / signature: …………………………………………
	


Date / signature: …………………………………………



How to use: (1) Set the weights BEFORE you see the quotes; they must total 100. (2) Score each criterion from 1 to 5; what a 1 and a 5 mean is written in the table. (3) Weighted points = weight × score ÷ 5. (4) If even one veto check is “Yes”, the supplier is not approved, whatever the score. (5) Keep the form with the quotes and orders it is based on — in an internal audit it is the written answer to “why this supplier?”.
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