
[Your Name]  

[Your Position]  

[Your Company]  

[Your Company Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Company Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Contract Negotiation  

I hope this message finds you well. I am reaching out to discuss the 

terms and conditions of the contract between our companies regarding 

[specific project or service].  

We value our partnership and believe that open dialogue will help us 

reach a mutually beneficial agreement. We would like to propose a meeting 

to address certain aspects of the contract, specifically [mention 

specific clauses or terms you wish to negotiate], to ensure that both 

parties' interests are properly aligned.  

Please let us know your availability for a meeting in the coming days. We 

are looking forward to your feedback and hope to work together towards a 

successful agreement.  

Thank you for your attention to this matter.  

Best regards,  

[Your Name]  

[Your Position]  

[Your Company] 


