Sample Letter to Vendors
Action Services

123 High Street

Springfield, MA 01108

To whom it may concern:

This letter is to notify you that effective <November 30, 2009> <St. XXX Parish, 500 Broad Street, Springfield, MA> will be closing.  <St. XXX> will no longer be receiving products/services from you company subsequent to the above effective closure date.  Please close all established accounts for our parish with your company as of the effective date of closure.  

Subsequent to the closure date of our parish, please forward any remaining outstanding invoices/bills to the address below:

Name and address of successor parish here

Thank you for your time and attention to this matter.  If you have any questions, please feel free to contact the parish.

Sincerely,

Reverend Joseph Jones

Pastor

413-xxx-xxxx

