
[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Vendor's Name] 

[Vendor's Position] 

[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 discuss the current vendor agreement 

between [Your Company] and [Vendor's Company]. After a thorough review of the existing 

terms, we believe there are certain conditions that could be revised to better serve both parties. 

Specifically, we would like to suggest the following modifications: 

• Condition 1: [Specify the condition and desired change] 

• Condition 2: [Specify the condition and desired change] 

• Condition 3: [Specify the condition and desired change] 

We believe that these adjustments will enhance our collaboration and yield better outcomes for 

both sides. We are open to discussing these changes further at your earliest convenience. 

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

Sincerely, 

[Your Name] 



[Your Position] 

[Your Company] 


