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Dear Recipient Name:
[bookmark: _GoBack]Dear (vendor or company name)
I am writing this letter to make you aware that we are facing problems because of the negligence of your team. We are not receiving material or service according to the agreement and it is sad.
When we made a contract, I knew it will take effort, but you will work with attention to detail for providing the best. I was reviewing the material or work submitted by you and I am disappointed with it. The material or work is not high-quality as decided in the contract and the tasks are delayed, your team is not meeting the deadline.
Through this letter, I want to make it clear that the material or service is not up to the mark. You need to rectify the issues for continuing the work. We are working for the past many months and I don’t want to hire any other vendor.
I just want to remind we have signed a contract that you are required to honor. If you fail to follow the rules and work according to the contract, then I will be forced to take legal action against it.
Looking forward to the best!
Thanks
Bennet john
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