
Vendor Rapid Response Contact List 

Date: [Insert Date] 

To: [Recipient Name] 

From: [Your Name] 

Subject: Rapid Response Contact List for Vendors 

Dear [Recipient Name], 

In order to ensure prompt communication and assistance during urgent situations, please find 

below the rapid response contact list for our key vendors: 

Vendor Name Contact Name Phone Number Email Address Service Provided 

[Vendor 1 Name] [Contact Name] [Phone Number] [Email Address] [Service Provided] 

[Vendor 2 Name] [Contact Name] [Phone Number] [Email Address] [Service Provided] 

[Vendor 3 Name] [Contact Name] [Phone Number] [Email Address] [Service Provided] 

Please keep this list handy for any urgent needs that may arise. If you have any questions or need 

further information, feel free to reach out. 

Thank you. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


