[Company Name]
[Company Address]
[City, State, ZIP Code]

Subject: Notification of Temporary Suspension of Vendor Services
Dear [Vendor’s Name],
We are writing to inform you that [COMPANY NAME] will be temporarily suspending the services provided under our agreement dated [AGREEMENT DATE] due to [specific reason, e.g., “a review of service requirements,” “budget constraints,” or “a reorganization of internal processes”].
Details of Suspension:
· Effective Date of Suspension: [Suspension Start Date]
· Estimated Duration: [Duration of Suspension or Expected Resume Date]
· Scope of Suspension: [Specify the services affected, e.g., “delivery of goods,” “ongoing maintenance contracts.”]
This temporary suspension does not reflect negatively on the quality of your services and is solely due to [reason for suspension]. We will notify you promptly should there be any updates or changes to the expected timeline.
Next Steps:
· [If applicable, mention any outstanding deliverables or tasks to be completed before the suspension. E.g., “Please ensure the delivery of all pending orders scheduled before [date].”]
· [Provide instructions on invoicing or administrative steps during the suspension period, if necessary.]
If you have any questions or require further clarification, please feel free to contact [Name, Title] at [Email Address/Phone Number].
We value your partnership and appreciate your understanding during this temporary suspension.

Yours sincerely,
……………………………………………………….

[NAME]
[TITLE]
[COMPANY NAME]
