
Vendor Relationship Escalation Strategy 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Name] 

Subject: Escalation of Vendor Relationship Concerns 

Dear [Vendor's Contact Name], 

We hope this message finds you well. We would like to address some ongoing concerns related 

to our vendor relationship that require immediate attention. Our goal is to ensure a successful 

partnership and to seek resolution to the issues affecting our collaboration. 

Identified Issues 

• [Issue 1: Description] 

• [Issue 2: Description] 

• [Issue 3: Description] 

Implications 

These issues have led to [describe any impacts on operations, project timelines, costs, etc.]. It is 

crucial that we address these to maintain our effective working relationship. 

Proposed Steps for Resolution 

1. [Step 1: Description] 

2. [Step 2: Description] 

3. [Step 3: Description] 

Next Steps 

We propose a meeting on [suggest date and time] to discuss these issues and agree on an 

actionable plan moving forward. Please confirm your availability or suggest an alternative time. 

Thank you for your attention to this matter. We appreciate your cooperation and look forward to 

resolving these issues together. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


