Vendor Contract Modification Request

Date: [Insert Date]

To:

[Vendor Name]

[Vendor Address]

Dear [Vendor Contact Name],

We hope this message finds you well. We are writing to formally request a modification to our
existing contract dated [Insert Original Contract Date] regarding [Briefly Describe the Subject of

the Contract].

Due to [Explain the Reason for Modification], we believe that the following modifications would
be beneficial:

« [First Modification Detail]
e [Second Modification Detail]
« [Additional Modifications, if any]
We would appreciate your prompt attention to this matter and hope to discuss these changes at
your earliest convenience. Please feel free to contact me directly at [Your Phone Number] or
[Your Email Address].
Thank you for your cooperation.
Sincerely,
[Your Name]
[Your Position]

[Your Company Name]

[Your Company Address]



