Vendor Communication Strategy for Service
Issue Escalation

Date: [Insert Date]
To: [Vendor Name]
From: [Your Company Name]

Subject: Service Issue Escalation Notification

Introduction

Dear [Vendor Contact Name],

We hope this message finds you well. We are reaching out regarding a service-related issue that
requires your immediate attention.

Issue Description

Issue Reference: [Insert Issue Reference Number]
Description: [Briefly describe the service issue]

Impact: [Describe the impact of the issue on operations or customers]

Previous Communications

We have previously communicated regarding this issue on [Insert Dates of Previous
Communications] and have not received a satisfactory resolution.

Escalation Needs

Due to the ongoing nature of this issue, we are escalating our concerns to ensure swift resolution.
We request your prompt attention to this matter.

Next Steps

Please provide us with an update by [Insert Deadline] regarding your action plan to resolve this
issue. We appreciate your cooperation in addressing this matter urgently.



Conclusion

Thank you for your attention to this serious matter. We look forward to your swift response.
Sincerely,

[Your Name]

[Your Job Title]

[Your Company Name]

[Your Contact Information]



