[Company Name]
[Address, City, STATE, Zip]
[Contact]
[Website]
Date:
Subject: Notifying employees about change of vendor
Dear all,
In response to a lot of complaints I received from your side about [Mr. ABC], who was working as a vendor for our company, constituted a committee to analyze the issue. It is hereby notified that the contract of [Mr. ABC] is being terminated W.E.F. [date] and he will no longer be working as a vendor with our company.      
From now onward, [Mr. XYZ] will be our new and authorized vendor with effect from [date]. He has a good repute in the market, and we have selected him as a vendor after conducting a lot of research. This is being clarified that no bill or receipt will be accepted for a claim which is issued by our ex vendor. We have taken this decision keeping in view the poor quality of his services.
Moreover, it is further notified that only such a bill will be accepted for a claim which is issued by our current vendor. Since it has been described that the contract of our vendor is being terminated on [date], therefore, you are directed to claim any bill issued by him before the said date because no such claim will be entertained after this date and no excuse will be admitted thereafter.
I hope you all will comply with the instructions issued in this notification.
Yours truly,
[XYZ]
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