Vendor Maintenance Notification

Date: [Insert Date]
Dear [Vendor Name],

We hope this message finds you well. This letter is to inform you that we are in the process of
conducting routine maintenance and updates to our vendor management system.

Please take note of the following details:
o Effective Date: [Insert Effective Date]
o Duration: [Insert Duration]
o Contact Person: [Insert Contact Name and Details]
During this period, there may be temporary disruptions or delays in communications regarding
your account. We appreciate your understanding and cooperation as we strive to enhance our
Services.
If you have any questions or require further information, please do not hesitate to reach out.
Thank you for your continued partnership.
Sincerely,
[Your Name]
[Your Job Title]
[Your Company Name]

[Your Company Contact Information]



