
Contract Renewal Discussion 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Position] 

[Company Name] 

[Company Address] 

Dear [Recipient's Name], 

I hope this message finds you well. As we approach the expiration of our current contract 

scheduled for [Contract Expiration Date], I would like to initiate discussions regarding the 

renewal of our agreement. 

Considering our productive collaboration over the past [duration of the contract], I believe it is in 

our mutual interest to discuss the terms of the contract and explore potential adjustments that 

could enhance our partnership. 

I propose scheduling a meeting at your earliest convenience to discuss this further. Please let me 

know your availability, and I will do my best to accommodate. 

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

Sincerely, 

[Your Name] 

[Your Position] 

[Your Company Name] 

[Your Contact Information] 


