
Negotiation of Contractual Terms 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

[Vendor Name]  

[Vendor Position]  

[Vendor Company]  

[Vendor Address]  

[City, State, Zip Code] 

Dear [Vendor Name], 

I hope this message finds you well. As we move forward with our potential partnership, I would 

like to discuss and clarify several key contractual terms to ensure mutual understanding and 

agreement. 

Below are the specific areas I propose we negotiate: 

• Payment Terms: [Detail your proposal] 

• Delivery Schedules: [Detail your proposal] 

• Termination Clauses: [Detail your proposal] 

• Confidentiality Agreements: [Detail your proposal] 

I believe that addressing these terms will facilitate a stronger collaboration between our 

companies. Please let me know a suitable time for us to discuss this further. 

Thank you for your attention to these matters. I look forward to your response. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company] 


