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February 22, 2010 


Date
[Supplier name/address]
Dear Sir or Madam: 
Re: Pandemic Planning

While to date there has been no sustained human-to-human transmission of the (insert flu name) there has been increased publicity over the past year regarding a potential pandemic. At [Company name] we are monitoring the situation carefully, as we do any other issue with potential to have an impact on our industry. We believe it is imperative that we obtain, from all of our critical suppliers, a commitment that our supply and support requirements will be met in a timely manner during such an event.

In recognition of the unique characteristics of a pandemic, we have initiated a pandemic planning process to address our business requirements. The goal of this planning process is to develop a common and consistent approach for dealing with a pandemic outbreak of (insert flu name) that may have the potential to seriously disrupt operations at a building level.  As part of our diligence in that planning process, we are asking third party suppliers providing services to [Company name] to demonstrate their pandemic preparedness for the continuation of critical services. The purpose of this letter is to seek information from you, as a service provider, as to the state of readiness of your own response planning to ensure the continuation of services to your client base. We are sending you this survey (attached) to ensure we are aligned in our pandemic plans, and in the hope that together we will be able to meet anticipated industry demands during a pandemic.

Please ensure the attached survey is completed by your Senior Management, and in order to meet our required timelines, it would be appreciated if you would return the completed survey to us no later than [Insert date].  While the attached is the minimum response that we require, we encourage you to provide any additional information that will increase our confidence in your firm’s capabilities.

If you have any concerns or require additional information, please do not hesitate to contact us at your convenience. Thanks in advance for your cooperation.

Sincerely, 

