
Subject: Request to Revisit Vendor Contract 

Dear [Vendor's Name], 

I hope this message finds you well. As we approach the end of our current contract, I would like 

to initiate a discussion regarding the possibility of revisiting and renewing our vendor agreement. 

Over the past [duration of partnership], we have greatly appreciated the collaboration and 

services provided by [Vendor's Company Name]. Given the evolving needs of our organization 

and the excellent working relationship we've built, I believe it is beneficial for both parties to 

explore adjustments to our current terms. 

Could we schedule a meeting to discuss this further? I am available on [provide two or three 

options for dates and times] or can adjust to a time that suits your schedule. 

Thank you for your attention to this matter. I look forward to your prompt response. 

Best regards, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


