[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
To
[The Recipient]
I, Harris, CEO of [XYZ Company] want to notify you through this letter that we have terminated the contract with [Mr. ABC]. From now onward, he will no longer be acting as a vendor for our company. This notification is effective from [date].
He had been working with us for the last ten years and provided his services for this company. But then I had to take this decision after receiving a lot of complaints from your side since you all were not satisfied with the quality of the material he has been supplying us for the last two months. Despite rapid and repeated communication, he failed to raise the standard of material. Instead of [Mr. ABC], [Mr. XYZ] will be acting as a vendor from now onward for our company.
Since you all have been notified through this letter about the change of vendor, therefore, you are directed not to purchase any material from [Mr. ABC] on behalf of the company because all the bills or receipts issued by him will not be accepted for the claim and no excuse will be entertained in this regard. [Mr. XYZ] is an authorized vendor for our company and you are therefore directed to purchase every item from him for which you want to make a claim.
I hope this notification has been received and acknowledged by all the employees.
Yours truly,
[XYZ]

writeletter2.com


writeletter2.com


 


 


[Company Name]


 


[Address, City, STATE, Zip]


 


[Contact]


 


[Website]


 


Date:


 


To


 


[The Recipient]


 


I, Harris, C


EO of [XYZ Company] want to notify you through this letter that we have terminated the 


contract with [Mr. ABC]. From now onward, he will no longer be acting as a vendor for our company. 


This notification is effective from [date].


 


He had been working with us for the last ten years and provided his services for this company. But then 


I had to take this decision after receiving a lot of complaints from your side since you all were not 


satisfied with the quality of the material he has 


been supplying us for the last two months. Despite 


rapid and repeated communication, he failed to raise the standard of material. Instead of [Mr. ABC], 


[Mr. XYZ] will be acting as a vendor from now onward for our company.


 


Since you all have been notified t


hrough this letter about the change of vendor, therefore, you are 


directed not to purchase any material from [Mr. ABC] on behalf of the company because all the bills or 


receipts issued by him will not be accepted for the claim and no excuse will be enterta


ined in this 


regard. [Mr. XYZ] is an authorized vendor for our company and you are therefore directed to purchase 


every item from him for which you want to make a claim.


 


I hope this notification has been received and acknowledged by all the employees.


 


Your


s truly,


 


[XYZ]


 


 




writeletter2.com     [Company Name]   [Address, City, STATE, Zip]   [Contact]   [Website]   Date:   To   [The Recipient]   I, Harris, C EO of [XYZ Company] want to notify you through this letter that we have terminated the  contract with [Mr. ABC]. From now onward, he will no longer be acting as a vendor for our company.  This notification is effective from [date].   He had been working with us for the last ten years and provided his services for this company. But then  I had to take this decision after receiving a lot of complaints from your side since you all were not  satisfied with the quality of the material he has  been supplying us for the last two months. Despite  rapid and repeated communication, he failed to raise the standard of material. Instead of [Mr. ABC],  [Mr. XYZ] will be acting as a vendor from now onward for our company.   Since you all have been notified t hrough this letter about the change of vendor, therefore, you are  directed not to purchase any material from [Mr. ABC] on behalf of the company because all the bills or  receipts issued by him will not be accepted for the claim and no excuse will be enterta ined in this  regard. [Mr. XYZ] is an authorized vendor for our company and you are therefore directed to purchase  every item from him for which you want to make a claim.   I hope this notification has been received and acknowledged by all the employees.   Your s truly,   [XYZ]    

