
Vendor Terms and Conditions Review 

Date: [Insert Date] 

To: [Vendor Name] 

Address: [Vendor Address] 

Dear [Vendor Contact Name], 

We hope this message finds you well. As part of our ongoing commitment to ensuring a smooth 

partnership, we would like to initiate a review of the current terms and conditions associated with 

our vendor agreement. 

Below are the key areas we would like to discuss: 

• Payment Terms 

• Delivery Schedules 

• Quality Assurance Standards 

• Termination Clauses 

• Liability and Indemnification 

Please review these points and come prepared with any insights or changes you may suggest. We 

believe this review will strengthen our working relationship and align our mutual goals. 

We would like to schedule a meeting to discuss this further. Please let us know your availability 

in the coming weeks. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company] 

[Your Contact Information] 


