Conciliatory Note
Date: [Insert Date]

To: [Vendor's Name]
[Vendor's Company Name]
[Vendor's Address]

Dear [Vendor's Name],

| hope this message finds you well. | am writing to address some misunderstandings that have
arisen regarding our recent contract discussions.

It has come to my attention that certain terms and conditions may not have been clearly
communicated, leading to some discrepancies in our expectations. | value our partnership and
believe that open communication is key to resolving these issues.

To ensure we are on the same page, | propose a meeting at your earliest convenience to discuss
our contract in detail. I believe that with a collaborative approach, we can clarify these
misunderstandings and move forward positively.

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

Best regards,

[Your Name]

[Your Position]

[Your Company Name]

[Your Contact Information]



