
Vendor Payment Negotiation 

Date: [Insert Date] 

[Vendor Name] 

[Vendor Address] 

[City, State, Zip Code] 

Dear [Vendor Name], 

I hope this message finds you well. We appreciate the partnership we have established with 

[Vendor Company] and the quality of service you provide. 

As we continue to work together, we are exploring the possibility of negotiating early payment 

discounts to benefit both parties. With this in mind, we would like to discuss the potential for a 

[specific percentage]% discount on invoices settled within [specific time frame, e.g., 10 days] of 

their issuance. 

This arrangement could enhance cash flow for [Vendor Company] while enabling us to manage 

our expenditures more effectively. We believe that this mutually beneficial agreement can 

strengthen our ongoing relationship. 

We would appreciate the opportunity to discuss this further at your earliest convenience. Please 

let us know if you are available for a call or meeting to explore this proposal. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Phone Number] 

[Your Email Address] 


