
Letter of Communication for Vendor 

Contract Adjustments 

Date: [Insert Date] 

To: [Vendor's Name] 

[Vendor's Address] 

[City, State, Zip Code] 

Dear [Vendor's Contact Name], 

I hope this message finds you well. I am writing to discuss our current vendor contract dated 

[insert contract date]. As we continue to navigate changing market conditions, we believe it is 

essential to revisit certain aspects of our agreement to ensure mutual benefit and continued 

collaboration. 

We would like to propose adjustments in the following areas: 

• Pricing Structure: [Brief description of proposed changes] 

• Payment Terms: [Brief description of proposed changes] 

• Service Levels: [Brief description of proposed changes] 

We value our partnership and wish to come to an agreement that supports both parties. I suggest 

scheduling a meeting to discuss these adjustments at your earliest convenience. Please let me 

know your available times, and I will do my best to accommodate. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


