
[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Vendor's Name] 

[Vendor's Position] 

[Vendor's Company] 

[Vendor's Address] 

[City, State, Zip Code] 

Dear [Vendor's Name], 

I hope this message finds you well. We have been reviewing our current vendor agreements and 

would like to discuss the pricing structures in place for our upcoming orders. As we continue to 

evaluate our budget and operating costs, competitive pricing has become a significant factor in 

our decision-making process. 

We value our partnership and appreciate the quality of service and products you provide. 

However, we have received competitive quotes from other suppliers that warrant a review of our 

existing pricing arrangement. In order to remain competitive and ensure a mutually beneficial 

relationship, we kindly request a reassessment of our pricing for the following items: 

• [Item 1] 

• [Item 2] 

• [Item 3] 

We believe that a revised pricing structure can enhance our continued collaboration and help us 

both achieve our business objectives. We would appreciate the opportunity to discuss this further 

and explore potential adjustments. 



Please let us know a convenient time for you to discuss this matter. We look forward to your 

prompt response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


