
Contract Renewal Review 

Date: [Insert Date] 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Company Address] 

[City, State, Zip Code] 

[Email Address] 

[Recipient's Name] 

[Recipient's Title] 

[Recipient's Company Name] 

[Recipient's Company Address] 

[City, State, Zip Code] 

Dear [Recipient's Name], 

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

dated [Insert Contract Date], we would like to initiate a review of the terms and conditions for 

the renewal. 

We believe that our collaboration has yielded positive outcomes, and we are eager to discuss 

potential enhancements to our partnership moving forward. Please let us know your availability 

for a meeting at your earliest convenience. 

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

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 


