
Vendor Contract Terms Clarification 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

We hope this message finds you well. We are writing to seek clarification on certain terms 

outlined in our vendor contract dated [Insert Contract Date]. Specifically, we would like to 

discuss the following points: 

• Payment Terms: [Specify the details needing clarification] 

• Delivery Schedule: [Specify the details needing clarification] 

• Quality Standards: [Specify the details needing clarification] 

We appreciate your prompt attention to this matter and look forward to your response by [Insert 

Response Due Date]. If you have any questions or require further information, please do not 

hesitate to reach out. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Company Address] 

[Your Contact Information] 


