


INSTRUCTIONS

Description:    Keep up with your key vendor contacts with this simple Word table.

Instructions:   Familiarize yourself with the fields in the table and customize them for your 

                          specific needs.


Data Fields:


Vendor


Vendor name


Phone



Phone number


Contact Name

Primary contact name


Manager Name

Vendor manager’s name when escalation is needed


Mgr. Phone


Vendor manager’s phone number


Services Provided

Services provided


Contract Terms

Contract terms (include special billing terms)
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                                                                                           Vendor Support Contacts 

	Vendor Support Contacts

	
	Vendor
	Phone
	Contact

Name
	Manager

Name
	Mgr.

Phone
	Services

Provided
	Contract Terms

	Ex
	ABC Co.
	777-111-1111
	Bob Smith
	Bill Jones
	777-111-2222
	A/C units
	Month by month
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