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O P E R A T O R  G U I D E  

Vendor Management for Small Business 

Vendor management is the system for choosing, onboarding, and reviewing the companies that supply your 
business. It keeps the work from depending on one person who knows the vendor. 

01  What to track 
☐ Who the vendor is and what they supply. 
☐ The contract and the renewal date. 
☐ Who owns the relationship. 
☐ How you measure whether they are doing the job. 
☐ What happens if they fail. 

02  How to run it 
Keep one list. Review it once a quarter. Name one owner per vendor. Put the renewal dates where someone 
will see them. Decide in advance what good looks like. If a vendor fails, the owner knows the next step. 

03  What good looks like 
No vendor relationship lives only in one person’s head. Renewals do not surprise you. Performance is 
reviewed. The business can switch if it needs to. 

If only one person knows how a vendor works, the relationship is not managed. 

04  What to do next 
List your vendors. Name one owner for each. Put the renewal dates in one place. That is the start. 


