
Supplier Negotiation Letter 

Date: [Insert Date] 

[Supplier's Name]  

[Supplier's Company Name]  

[Supplier's Address]  

[City, State, Zip Code] 

Dear [Supplier's Name], 

We appreciate your partnership and the support you have provided us over the years. As we 

approach our upcoming contract renewal, we would like to discuss the terms of our agreement to 

ensure mutual benefits. 

Key Points for Discussion: 

• Pricing Structure: We would like to review the current pricing and explore possibilities 

for discounts based on volume or loyalty. 

• Payment Terms: Flexibility in payment terms could assist us in managing our cash flow 

more effectively. 

• Delivery Schedules: We aim for improvements in our delivery timelines to enhance our 

operational efficiency. 

• Quality Assurance: Discussing quality control measures to ensure consistent product 

quality. 

We believe that a collaborative approach will enable us to reach an agreement that strengthens 

our partnership. Please let us know a convenient time for you to discuss this further. 

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

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company Name]  

[Your Contact Information] 


