
Date: [Insert Date] 

[Supplier's Name] 

[Supplier's Company] 

[Supplier's Address] 

[City, State, Zip Code] 

Dear [Supplier's Contact Name], 

I hope this message finds you well. As we approach the renewal period for our current supplier 

agreement dated [Insert Original Agreement Date], we would like to initiate a discussion 

regarding the terms of renewal. 

We value our partnership and are interested in exploring any adjustments or enhancements that 

could benefit both our organizations moving forward. We believe that open communication will 

help us address any concerns and set clear expectations for the upcoming period. 

Could we schedule a meeting at your earliest convenience to discuss this further? Please let us 

know your available times, and we will do our best to accommodate. 

Thank you for your attention, and we look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


