
Vendor Contract Extension Discussion 

Dear [Vendor's Name], 

I hope this message finds you well. As we approach the expiration date of our current contract 

dated [Original Contract Date], we believe it is prudent to discuss the potential extension of our 

partnership. 

We have appreciated your services and commitment to quality, and we are interested in 

exploring how we can continue to work together. We would like to propose setting up a meeting 

to discuss the following key terms: 

• Duration of the extension 

• Adjustment of pricing and payment terms 

• Review of service deliverables and expectations 

• Inclusion of any new terms or amendments 

Please let us know your availability for a meeting next week. We are looking forward to your 

feedback and to continuing our successful collaboration. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


