Dear [Vendor Name],

We hope this message finds you well. We are writing to inform you of some important updates
regarding our partnership.

Updates:
e Change in contact information: [New Contact Information]
o Updated payment terms effective [Date]: [Details]
e New product offerings: [Description]

Please feel free to reach out if you have any questions or need further clarification.

Thank you for your continuous support and cooperation.

Sincerely,

[Your Name]

[Your Position]

[Your Company]

[Your Contact Information]



