
Request for Cost Savings Initiative 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Address] 

[City, State, Zip Code] 

[Email Address] 

[Phone Number] 

[Date] 

[Supplier Name] 

[Supplier Position] 

[Supplier Company] 

[Supplier Address] 

[City, State, Zip Code] 

Dear [Supplier Name], 

I hope this message finds you well. We appreciate our partnership and the value your 

products/services bring to our operations. 

As part of our ongoing effort to optimize our costs and improve efficiency, we are exploring 

potential cost savings initiatives with our suppliers. We would like to request your assistance in 

identifying any possible areas where we can achieve savings while maintaining the quality and 

standards we expect from our partnership. 

Specifically, we are interested in exploring: 

• Volume discounts for increased purchase quantities 

• Alternative product options that may be more cost-effective 

• Long-term partnership benefits or incentives 

• Payment terms optimization 



We believe that by collaborating closely, we can develop solutions that benefit both parties. 

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

response. 

Thank you for your attention to this matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company] 


