
Vendor Contract Discussion 

Date: [Insert Date] 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Vendor Name] 

[Vendor Position] 

[Vendor Company Name] 

[Vendor Company Address] 

[City, State, Zip Code] 

Dear [Vendor Name], 

I hope this message finds you well. I am writing to discuss several aspects of our ongoing vendor 

contract, specifically concerning [mention specific aspects to discuss, e.g., delivery schedules, 

pricing adjustments, quality standards]. 

We believe that addressing these areas will not only enhance our collaboration but also benefit 

both parties significantly. We propose to meet on [insert proposed date] at [insert proposed time] 

to have a detailed discussion. Please let us know if this schedule works for you or if there are 

alternative times that may suit you better. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


