
Date: [Insert Date] 

To: [Supplier's Name] 

Address: [Supplier's Address] 

Dear [Supplier's Contact Person], 

We hope this message finds you well. We are writing to inform you of an update regarding the 

contract clauses of our existing supplier agreement dated [Insert Original Agreement Date]. After 

a review of our current agreements, we have identified the need to amend certain clauses to 

better reflect our current business practices and compliance requirements. 

The specific clauses that will be updated are as follows: 

• Clause [Number]: [Brief description of the change] 

• Clause [Number]: [Brief description of the change] 

• Clause [Number]: [Brief description of the change] 

Please review the updated clauses enclosed with this letter. If you agree to the proposed 

amendments, kindly sign and return the enclosed copy by [Insert Due Date]. If you have any 

questions or require further clarification, feel free to reach out to us directly. 

Thank you for your attention to this matter, and we look forward to your prompt response. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


