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HOW TO COMPLETE A 
 VENDOR PERFORMANCE NOTICE 

 

 

1 Select today’s date 

  

2 Enter the vendor’s information 

  

3 Enter your agency name & 
purchase information 

  

4 Enter reasonable due date for 
the vendor to respond 

  

5 Enter your name and 
information 

  

6 
Select applicable performance 
issue description(s). If not in 
list, select OTHER and write in 
your own description. 

  

7 
Describe performance issue(s) 
experienced.  Be factual and 
concise – and be sure to 
include dates! 

  

 

8 

Enter the section titles and 
page numbers for each issue. 
Describe contract requirement 
cited and how performance is 
non-compliant.  

  

9 

Describe the end result that 
your agency would consider an 
acceptable solution.  

CONTINUE TO NEXT PAGE… 
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10 

On next page, leave VENDOR ACKNOWLEDGEMENT 
area blank for the vendor to complete. 

 

11 

If the contract is owned/maintained by the SPB, 
the VPN & supporting documentation must FIRST 
be submitted to DAS Materiel/SPB for review.  
Upon approval, you may proceed to send to the 
vendor. 
 

Send Vendor Performance Notice to the vendor.  
Send copy of notice to the State Purchasing 
Bureau (SPB) at: 
AS.MaterielPurchasing@nebraska.gov  

  

12 

Upon receipt, send a copy of the vendor’s 
acknowledgement response to the SPB at: 
AS.MaterielPurchasing@nebraska.gov 
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