
Vendor Communication Strategy 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Name / Company] 

Subject: Communication Strategy Overview 

Dear [Vendor Name], 

We are reaching out to outline our communication strategy to enhance our collaborative efforts 

moving forward. Effective communication is key to our mutual success, and we believe 

establishing clear channels will benefit both parties. 

Communication Goals 

• Ensure timely updates on project statuses. 

• Foster a collaborative relationship. 

• Quickly address any concerns or issues that may arise. 

Preferred Channels 

• Email: [Your Email Address] 

• Phone: [Your Phone Number] 

• Meeting Schedule: Weekly/Monthly [Specify Days] 

Frequency of Communication 

We propose the following frequency for our communications: 

• Weekly updates via email. 

• Monthly review meetings. 

Feedback Mechanism 

We highly value your input and will establish a feedback loop to continuously improve our 

communication. Please feel free to reach out with any comments or suggestions. 

Thank you for your partnership. We look forward to working closely with you to achieve our 

goals. 

Sincerely, 



[Your Name] 

[Your Position] 

[Your Company] 


