
Letter of Correspondence Regarding Vendor 

Operational Shifts 

Date: [Insert Date] 

From: 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, ZIP Code] 

[Email Address] 

[Phone Number] 

To: 

[Vendor Name] 

[Vendor Contact Person] 

[Vendor Address] 

[City, State, ZIP Code] 

Dear [Vendor Contact Person], 

I hope this message finds you well. I am writing to inform you about the recent operational shifts 

within our organization that may impact our collaboration. 

Effective [Insert Effective Date], we will be implementing changes in our operational processes, 

which include [briefly describe the changes]. These adjustments are aimed at enhancing our 

efficiency and improving our working relationship with valued partners like [Vendor Name]. 

We believe these shifts will lead to a more streamlined workflow and better communication 

between our teams. We appreciate your understanding and support as we make this transition. 

If you have any questions or would like to discuss this matter further, please do not hesitate to 

contact me directly at [Your Phone Number] or [Your Email Address]. 

Thank you for your continued partnership. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


