Vendor Contract Negotiation Approach

Dear [Vendor's Name],

I hope this message finds you well. As we prepare to enter into negotiations regarding our
upcoming contract, | wanted to outline our approach and priorities to ensure a productive
discussion.

Objectives
o Establish a clear understanding of both parties' expectations.
o Discuss pricing structures and potential discounts for bulk orders.
o Clarify terms regarding delivery timelines and payment schedules.
o Explore opportunities for mutual growth and partnership enhancements.

Proposed Meeting Schedule

We suggest scheduling a meeting on [Proposed Date and Time]. Please let us know if this works
for you or propose an alternative.

Preparation

We kindly ask that you prepare any relevant documents or proposals that would facilitate our
discussion.

Thank you for your attention, and I look forward to our collaboration.
Sincerely,

[Your Name]

[Your Position]

[Your Company]
[Your Contact Information]



