
Payment Term Negotiation 

Date: [Insert Date] 

To: [Recipient's Name] 

[Company Name] 

[Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

I hope this message finds you well. As we move forward in our collaboration regarding the long-

term contract dated [Insert Date], I would like to discuss the current payment terms outlined in 

our agreement. 

After reviewing our financial strategies and the market dynamics, we believe that adjusting the 

payment terms could lead to improved cash flow management and enhance our partnership. 

Specifically, we propose the following modifications: 

• Extension of payment deadlines from [Current Deadline] to [Proposed Deadline]. 

• Introduction of installment options for larger payments. 

• Incentives for early payments, such as a [Percentage]% discount. 

We believe these adjustments will not only support our operational efficiency but also foster a 

stronger long-term relationship between our companies. 

I would appreciate the opportunity to discuss this proposal further at your earliest convenience. 

Please let me know a suitable time for us to connect. 

Thank you for considering our request. I look forward to your positive response. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


