
Vendor Backup Supply Chain Contingency 

Plan 

Date: [Insert Date] 

To: [Vendor Name] 

From: [Your Company Name] 

Subject: Backup Supply Chain Contingency Plan 

Dear [Vendor Name], 

In light of potential disruptions to our supply chain, we are implementing a Backup Supply 

Chain Contingency Plan to ensure continuity of operations. This letter outlines the key 

components of the plan and our expectations moving forward. 

1. Backup Suppliers 

We have identified additional suppliers for critical materials and components. Please refer to the 

attached list for details. 

2. Communication Protocol 

In case of any disruption, please notify us immediately. We expect regular updates on the status 

of the supply chain and any potential issues. 

3. Inventory Management 

It is essential that we maintain a safety stock of materials. We request your assistance in 

monitoring inventory levels and proactively communicating shortages. 

4. Contingency Meetings 

We will schedule regular meetings to review the contingency plan and make adjustments as 

necessary. Please confirm your availability for our next meeting on [Insert Date]. 

We appreciate your cooperation in this matter. Together, we can ensure a smooth operation 

despite any unforeseen challenges. 

Best regards, 



[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


