
[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Recipient's Company]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this message finds you well.  

I am writing to discuss [briefly state the purpose of the negotiation, 

e.g., "the upcoming contract renewal" or "the terms of our potential 

partnership"]. After careful consideration, I believe we could reach a 

mutually beneficial agreement that would address both of our interests. 

[Outline your main points, including your objectives and any proposals 

you wish to present. Be clear and concise.] 

I would appreciate an opportunity to meet and discuss this further. 

Please let me know your availability in the coming days, and I will do my 

best to accommodate. 

Thank you for considering my proposal. I look forward to your response. 

Warm regards,  

[Your Name]  

[Your Position]  

[Your Company] 


