
Supplier Negotiation Letter 

Date: [Insert Date] 

To: [Supplier's Name] 

[Supplier's Address] 

[City, State, Zip Code] 

Dear [Supplier's Contact Name], 

I hope this message finds you well. I would like to take this opportunity to discuss the terms and 

conditions of our existing supplier agreement. 

As we continue to grow and adapt to market conditions, we find it necessary to negotiate certain 

aspects of our arrangement to ensure mutual benefit. Specifically, we would like to revisit the 

following items: 

• Pricing Structure 

• Delivery Terms 

• Payment Terms 

• Quality Assurance Processes 

We believe that by working together on these areas, we can achieve a more effective partnership 

that benefits both parties. We would appreciate the opportunity to discuss this matter further and 

explore potential solutions. 

Please let us know your availability for a meeting in the coming weeks. We look forward to 

hearing from you soon. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Your Email] 

[Your Phone Number] 


