
Important Supplier Change Notification 

Date: [Insert Date] 

To: [Recipient's Name] 

Company: [Recipient's Company Name] 

Dear [Recipient's Name], 

We hope this message finds you well. We are writing to inform you of a significant change 

regarding our supplier relationships that will affect the services and products you receive from 

us. 

Effective [Insert Date], we will be transitioning from our current supplier, [Current Supplier 

Name], to [New Supplier Name]. This decision was made after careful consideration and 

evaluation of our operational requirements and commitment to providing the highest quality 

service to our valued clients. 

We believe that this change will enhance our overall performance and provide you with better 

products and services. The new supplier will offer [briefly outline benefits, such as improved 

quality, faster delivery, etc.]. 

We assure you that the transition will be seamless, and there will be no disruption to the services 

and products you currently receive. Our team is committed to making this change as smooth as 

possible for our clients. 

If you have any questions or concerns about this transition, please do not hesitate to reach out to 

us at [Your Contact Information]. 

Thank you for your continued support and understanding. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


