Vendor Contract Amendment Request
Date: [Insert Date]

[Your Name]

[Your Title]

[Your Company Name]
[Your Company Address]
[City, State, Zip Code]
[Your Email]

[Your Phone Number]

[Vendor Name]

[Vendor Contact Person]
[Vendor Company Name]
[Vendor Company Address]
[City, State, Zip Code]

Dear [Vendor Contact Person],

I hope this message finds you well. I am writing to formally request an amendment to our
existing vendor contract dated [Insert Original Contract Date]. After careful consideration and
discussion among our team, we believe certain adjustments are necessary to better align our
collaboration with the current business requirements.

The specific changes we propose are as follows:
e [Amendment 1: Description]
e [Amendment 2: Description]
e [Amendment 3: Description]
We believe these amendments will benefit both parties and contribute to the ongoing success of
our partnership. | would appreciate the opportunity to discuss this matter further at your earliest
convenience. Please let me know your availability for a meeting or a call.
Thank you for your attention to this matter. I look forward to your positive response.
Best regards,
[Your Name]

[Your Title]
[Your Company Name]



