Template:
Subject: Important Update — [Company Name] Software Transition
Dear [Vendor Name / Valued Service Provider],
We are writing to let you know that [Company Name] is transitioning to a new property management software platform, Vantaca, effective [Go-Live Date]. This change will improve how we manage our operations, including how we process and pay invoices.
What this means for you:
Invoice submission: Starting [Go-Live Date], please send all invoices to [new invoice email address]. Our previous invoice email [old email, if applicable] will no longer be monitored.
Payment processing: Checks issued after [Go-Live Date] will be printed from our new system and may look different from what you have received in the past. The bank account and routing information will remain the same.
[Include if using Vantaca Vendor Pay] Electronic payments: You will soon receive an invitation to our new vendor payment portal. This portal will allow you to manage your payment preferences, submit your W-9, and enroll in ACH direct deposit for faster payments. Please watch for this invitation from Vantaca.
[Include if mailing address changed] Mailing address: Our mailing address for correspondence and paper invoices is now: [New Address]
AP contact: For any questions about invoices or payments, please contact [AP Contact Name] at [AP Contact Email] or [AP Contact Phone].
We appreciate your partnership and want to ensure this transition is seamless for you. If you have any questions, please don't hesitate to reach out.
Thank you, [Name] [Title] [Company Name]
Checklist:
· Confirm new invoice email address with PM
· Customize and send notification to all active vendors
· Tag your PM in Rocketlane when complete
Due: 30 days before go-live

