
[Your Name] 

[Your Position] 

[Your Company] 

[Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Vendor's Name] 

[Vendor's Company] 

[Vendor's Address] 

[City, State, Zip Code] 

Dear [Vendor's Name], 

I hope this message finds you well. I am writing to inquire about the possibility of adjusting our 

current payment schedule for our ongoing transactions. Due to [briefly explain reason, e.g., 

changes in cash flow, economic conditions], we are evaluating our financial commitments and 

would like to discuss alternate payment arrangements that could be beneficial for both parties. 

We value our partnership and hope to continue our collaboration in a manner that is sustainable 

for both our organizations. Could we schedule a call or a meeting to discuss this further? I 

appreciate your understanding and look forward to your reply. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


