Date:
Dear [TO WHOM IT CONCERNS], 
I am writing this letter to announce the change of the supplier. Previously, our company had been working with [NAME] as a supplier who is, currently, in no position to work with our company. [NAME] cannot perform all the tasks because of internal conflicts. Working with the [NAME] had been a great pleasure as it was a time of good coordination and constant cooperation. Our marketing agency saw a boost during our working with [NAME]. We are sorry to announce that this coordination concludes on [DATE] and [NAME] is not more serving as our supplier.
As [NAME] cannot provide services anymore, we can't carry on our supply solely by the company’s manpower. Therefore, we have decided to appoint [NAME] as our new supplier. They will provide delivery service on behalf of our company. As [NAME] is an esteemed body of suppliers, we expect a good deal of collaboration. They have a high name in the field of marketing and supply. They have a professional and competent team that is determined to take the field of marketing to another level.
Please let us know if you need more information about the supplier replacement. Any other needful information would be provided on our official website [WEBSITE] and updated over time. Call us at [PHONE] or write to us at [EMAIL]. Thank you.
Regards
[Your Name]
[Designation]
[Address]
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