
Letter Template 

Date: [Insert Date] 

To: [Supplier's Name] 

[Supplier's Address] 

Dear [Supplier's Contact Name], 

I hope this message finds you well. We appreciate the ongoing partnership between our 

companies and the quality of products you supply. 

As part of our continuous effort to improve cost efficiency in our operations, we would like to 

initiate a discussion regarding packaging costs associated with our current orders. We believe 

there may be opportunities to enhance our packaging strategy to balance cost savings with 

sustainability. 

We would appreciate your insights on the following points: 

• Current packaging options and their associated costs. 

• Potential for alternative packaging materials that could reduce costs. 

• Any cost-saving initiatives you might recommend based on industry best practices. 

Could we schedule a meeting to discuss this matter further? Please let us know your availability 

in the coming weeks. 

Thank you for your attention to this important issue. We look forward to your response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


