Important Notice: Potential Account
Suspension

Dear [Vendor Name],

We hope this message finds you well. We are writing to inform you of a potential suspension of
your vendor account due to [specific reason]. We value your partnership and want to ensure that
you are aware of the situation.

Please review the following details:

e Account Number: [Account Number]
« Date of Notification: [Date]
« Reason for Suspension: [Specific reason]

To avoid suspension, we kindly ask that you address the following issues by [deadline]:

1. [Issue 1]
2. [lIssue 2]
3. [lssue 3]

If you have already resolved these issues, please disregard this notice. Otherwise, we urge you to
take immediate action to rectify the situation.

For any questions or further assistance, please do not hesitate to contact us at [contact
information].

Thank you for your attention to this matter.

Sincerely,

[Your Name]

[Your Position]

[Your Company Name]



