
[Your Name]  

[Your Title]  

[Your Company]  

[Your Company Address]  

[City, State, Zip Code]  

[Your Email Address]  

[Your Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Contract Negotiation Discussion  

I hope this message finds you well. I am writing to initiate discussions 

regarding the contract between [Your Company] and [Recipient Company]. We 

appreciate your partnership and are hopeful to refine certain terms to 

better align with both our objectives.  

Specifically, we would like to discuss the following points:  

1. **Scope of Work:** [Briefly outline the specific scope of work being 

discussed]  

2. **Compensation:** [Propose adjustments or requests for clarification 

on payment terms]  

3. **Timeline:** [Suggest changes or emphasize the importance of 

deadlines]  

4. **Confidentiality:** [Address any concerns related to confidentiality 

clauses]  

We believe that addressing these areas will lead to a mutually beneficial 

agreement. We are open to scheduling a meeting at your earliest 

convenience to facilitate these discussions.  

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

response.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company] 


