
Vendor Price Comparison for Cost Reduction 

Date: [Insert Date] 

[Your Name]  

[Your Position]  

[Your Company]  

[Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number] 

Dear [Vendor's Name], 

Subject: Price Comparison for Cost Reduction 

I hope this message finds you well. As part of our ongoing efforts to manage costs and enhance 

efficiency, we have conducted a comprehensive review of our current expenditures and vendor 

pricing. 

We are currently evaluating various suppliers for [specific products/services] that we regularly 

procure. In our analysis, we have identified discrepancies in pricing and would like to share our 

findings with you: 

Vendor Product/Service Current Price Proposed Price 

[Vendor 1] [Product/Service 1] [Current Price 1] [Proposed Price 1] 

[Vendor 2] [Product/Service 2] [Current Price 2] [Proposed Price 2] 

In light of these findings, we would like to discuss the possibility of adjusting your pricing for 

our future contracts. We value your partnership and believe that aligning on pricing can further 

strengthen our relationship. 

I would appreciate the opportunity to discuss this matter at your earliest convenience. Please let 

me know your availability for a meeting or a call. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company] 


