
Vendor Backup Supply Chain Emergency 

Action Plan 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

In light of recent developments affecting our supply chain, we are implementing a Vendor 

Backup Supply Chain Emergency Action Plan to ensure uninterrupted service and mitigate any 

potential risks. 

Plan Overview 

This plan outlines the protocols we will follow in the event of a supply chain disruption: 

• Identification of Critical Suppliers: Maintain an updated list of critical suppliers and 

their contacts. 

• Alternate Supplier Options: Identify and qualify alternative suppliers who can step in 

as needed. 

• Communication Protocols: Establish clear lines of communication for emergencies. 

• Inventory Management: Monitor inventory levels regularly and adjust order quantities 

as necessary. 

• Regular Training: Conduct regular training sessions for our team on emergency 

procedures and action plans. 

Your Role 

We request that you prepare your team to act promptly according to this plan if a disruption 

arises. Please confirm your ability to fulfill orders and any alternative measures you have in 

place. 

Next Steps 

We would appreciate your response by [Insert Deadline]. Should you have any questions or 

require further clarification regarding this plan, please do not hesitate to contact us. 

Thank you for your continued partnership as we navigate these challenges. 

Sincerely, 



[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


