
Payment Term Negotiation 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Company Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

I hope this message finds you well. As we proceed with our ongoing partnership, I would like to 

discuss the payment terms associated with our upcoming transactions. 

Currently, we are operating under the payment terms of [Current Payment Terms]. We would 

like to propose a revision to [Proposed Payment Terms]. We believe this adjustment will not 

only facilitate smoother transactions but also strengthen our business relationship. 

We understand that changes in terms require careful consideration, and we are open to discussing 

the details to reach a mutually beneficial agreement. We value our collaboration and look 

forward to your feedback. 

Thank you for considering this proposal. Please feel free to reach out at your earliest 

convenience to discuss further. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company] 


