
Vendor Payment Negotiation 

Date: [Insert Date] 

[Vendor Name] 

[Vendor Address] 

[City, State, ZIP Code] 

Dear [Vendor Contact Name], 

I hope this message finds you well. We are writing to discuss some discrepancies we have 

noticed in the recent invoices received from your end. After reviewing our records, we have 

identified some inconsistencies that require clarification. 

The following billing items appear to be in question: 

• Invoice Number: [Insert Invoice Number] - [Brief Reason for Discrepancy] 

• Invoice Number: [Insert Invoice Number] - [Brief Reason for Discrepancy] 

• Invoice Number: [Insert Invoice Number] - [Brief Reason for Discrepancy] 

We value our partnership and are eager to resolve these matters amicably. We kindly request a 

review of the invoices mentioned above and a prompt response outlining any adjustments that 

may need to be made. 

Thank you for your cooperation and understanding. We look forward to your swift response so 

we can keep our accounts in good standing. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Phone Number] 

[Your Email Address] 


