
Vendor Price Reduction Request 

Date: [Insert Date] 

[Vendor's Name] 

[Vendor's Company] 

[Vendor's Address] 

[City, State, Zip Code] 

Dear [Vendor's Name], 

I hope this message finds you well. I am writing to formally request a reduction in the pricing of 

[specific products/services] provided by your company. 

Due to [briefly explain reason, e.g., changes in market conditions, increased competition, budget 

constraints], we are reviewing our expenses and would like to explore potential adjustments to 

our current pricing structure. 

We value our partnership with [Vendor's Company] and believe that a price reduction would 

benefit both parties in maintaining our ongoing collaboration. We would appreciate your 

consideration of this request and would like to discuss this further at your earliest convenience. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


