
Subject: Negotiation for Contract Renewal 

Date: [Insert Date] 

To: [Vendor Name] 

[Vendor Address] 

Dear [Vendor Contact Name], 

I hope this message finds you well. As we approach the expiration of our current contract dated 

[insert contract date], I would like to initiate discussions regarding the renewal of our agreement. 

We have greatly appreciated the quality of your services and are eager to continue our 

partnership. However, in light of changing circumstances and market conditions, I would like to 

explore the possibility of revising some terms of our existing contract to better reflect our current 

needs. 

Specifically, I would like to address the following points: 

• Pricing adjustments 

• Service level expectations 

• Payment terms 

We believe that open dialogue can lead to a mutually beneficial agreement and I would like to 

schedule a meeting to discuss these matters in more detail. 

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

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


