[Company Name]
[Address, City, STATE, Zip]
Date:
Dear Vendor, (mention vendor’s full name here)
I am writing this letter to you to bring a crucial matter to your attention which I had been lenient about previously. However, since it’s been creating difficulty for both parties, I believe it is high time we address this concern.
According to the record I have been keeping with all my vendors, you are showing irresponsible behavior in terms of submitting the invoices on time. My finance team is having difficulties processing payments and bills on time due to your procrastination in forwarding the invoice. Moreover, your salary cheque was also delivered late to you on account of receiving a late receipt.
I request you to revisit your professional decorum and stick to the date announced for invoice submission to avoid any inconvenience. Furthermore, the company is applying new policies regarding this issue as per which, any late submission will be subjected to stringent disciplinary actions including a deduction of a fair amount from the concerned vendor's payment. The print of new protocols is enclosed within this letter for your facility. The company has no tolerance policy in this regard with immediate effect.
I hope we will not need to discuss this issue again as I highly expect your cooperation in this regard. We have had a healthy business relationship and I expect it to remain within the same boundaries. Thank you for your services!
Sincerely,
Mark Buffalo,
ABC Solutions
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