
Supplier Agreement Terms Clarification 

Date: [Insert Date] 

To: [Supplier's Name] 

[Supplier's Address] 

[City, State, ZIP] 

Dear [Supplier's Contact Name], 

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

terms outlined in our supplier agreement dated [Insert Agreement Date]. 

Specifically, we would like to address the following points: 

• Payment Terms: [Clarification needed on payment schedule and methods.] 

• Delivery Schedule: [Clarification needed on delivery timelines and penalties for delays.] 

• Quality Standards: [Clarification needed on quality expectations and measures for non-

compliance.] 

• Termination Conditions: [Clarification needed on the process for terminating the 

agreement.] 

We believe that addressing these points will contribute to a more effective partnership moving 

forward. Please reply at your earliest convenience with the necessary clarifications or suggest a 

suitable time for a call to discuss these matters. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Company Address] 

[City, State, ZIP] 

[Your Contact Information] 


