Supplier Emergency Communication Plan

Date: [Insert Date]

To: [Supplier Name]

From: [Your Company Name]

Subject: Emergency Communication Plan
Dear [Supplier Contact Name],

In light of potential emergencies that may affect our supply chain, we would like to outline our
communication plan to ensure timely and effective coordination during such events.

Emergency Contacts

e Your Company Representative: [Name, Email, Phone]
e Supplier Representative: [Name, Email, Phone]

Communication Procedures

In the event of an emergency, please follow these steps:
1. Immediately notify [Your Company Representative] via [preferred communication
method].
2. Provide details such as the nature of the emergency, anticipated impact on supply, and

estimated recovery time.
3. Maintain regular updates every [insert time frame] until the issue is resolved.

Alternative Communication Methods

Should traditional communication channels fail, please utilize the following:

e Email: [Backup Email]
e Messaging App: [App Name & Contact Info]

Thank you for your collaboration and understanding. Together, we can navigate challenges
effectively.

Sincerely,

[Your Name]



[Your Position]
[Your Company Name]

[Your Company Contact Information]



