
Supplier Communication Protocols 

Dear [Supplier's Name], 

We are reaching out to outline our communication protocols to ensure efficient and effective 

interaction between our organizations. 

1. Contact Points 

Primary Contact: [Name, Title, Email, Phone] 

Secondary Contact: [Name, Title, Email, Phone] 

2. Communication Channels 

Preferred methods of communication include: 

• Email: [email@example.com] 

• Phone: [Phone Number] 

• Video Conferencing: [Platform, e.g., Zoom, Microsoft Teams] 

3. Response Times 

We aim to respond to all inquiries within [time frame, e.g., 24 hours]. 

4. Meeting Protocols 

All meetings should be scheduled at least [time frame, e.g., 48 hours] in advance. Please send 

agenda items prior to meetings. 

5. Reporting Issues 

In case of any issues or concerns, please report them immediately to the primary contact listed 

above. 

Thank you for your cooperation. We look forward to strengthening our partnership. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 


