Vendor Negotiation for Improved Delivery
Schedules

Date: [Insert Date]

[Vendor's Name]

[Vendor's Company]

[Vendor's Address]

[City, State, Zip Code]

Dear [Vendor's Contact Name],

I hope this message finds you well. We appreciate your ongoing partnership and the quality of
products you provide. However, we have experienced some challenges regarding delivery
schedules that have impacted our operations.

To foster a more effective collaboration, we would like to discuss opportunities for improving
the delivery timelines. Specifically, we have observed delays in [mention specific instances or
products] which have affected our ability to meet our customer demands.

We believe that by adjusting either the delivery schedule or the processes that govern it, we can
mutually benefit both our operations. We would like to propose a meeting at your earliest

convenience to discuss this matter in detail.

Thank you for considering our request. We look forward to your prompt response and hope to
strengthen our partnership through collaborative solutions.

Best regards,

[Your Name]

[Your Job Title]

[Your Company Name]
[Your Phone Number]

[Your Email Address]



