
Vendor Services Contract Negotiation 

Date: [Insert Date] 

To: [Vendor's Name] 

From: [Your Name] 

Subject: Proposal for Services Contract Negotiation 

Dear [Vendor's Name], 

I hope this message finds you well. I would like to initiate discussions regarding our existing 

services contract, which is set to expire on [Insert Expiration Date]. We value the relationship we 

have built with [Vendor Company Name] and appreciate the quality of service you have 

provided thus far. 

In light of current market conditions and our evolving needs, we believe it is necessary to review 

and negotiate the terms of our contract to ensure mutual benefits going forward. We are 

particularly interested in the following areas: 

• Pricing adjustments 

• Service level expectations 

• Contract duration 

• Additional services offered 

We would like to propose a meeting at your earliest convenience to discuss these points in detail. 

Please let us know your availability over the next week so we can schedule a suitable time. 

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

Sincerely, 

[Your Name] 

[Your Job Title] 

[Your Company Name] 

[Your Contact Information] 


