
Supplier Terms and Conditions Inquiry 

Date: [Insert Date] 

[Supplier's Name] 

[Supplier's Address] 

[City, State, Zip Code] 

Dear [Supplier's Contact Name], 

We hope this message finds you well. We are currently reviewing our supplier agreements and 

would like to inquire about your terms and conditions regarding delivery schedules. 

Inquiry Details 

Specifically, we are interested in understanding the following points: 

• Standard delivery timeframe for our orders 

• Options for expedited shipping 

• Procedures for delayed shipments 

• Return and exchange policies related to shipping 

We appreciate your prompt response to these inquiries, as it will help us to maintain efficient 

operations and align our expectations. 

Thank you for your attention to this matter. We look forward to your reply. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


