
Subject: Discussion on Renewal Terms 

Date: [Insert Date] 

[Vendor's Name] 

[Vendor's Company] 

[Vendor's Address] 

[City, State, Zip Code] 

Dear [Vendor's Name], 

I hope this message finds you well. As we approach the renewal date of our current agreement, I 

would like to initiate a discussion regarding the renewal terms for our ongoing partnership. 

Over the past year, we have greatly appreciated the value your services have provided to our 

organization. We believe it is essential to review the existing terms and explore possible 

adjustments that could benefit both parties. 

Could we schedule a meeting to discuss this further? Please let me know your available times, 

and I will do my best to accommodate. 

Thank you for your continued support, and I look forward to your reply. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


