
[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 the upcoming renewal of our service 

contract, set to expire on [Expiration Date]. We have greatly valued our partnership and the 

services your company has provided over the past [Duration]. 

As we approach the renewal, I would like to propose a meeting to discuss potential adjustments 

to our agreement that would be mutually beneficial. We aim to address [specific areas of interest 

or concern] and explore opportunities for enhancing our collaboration. 

Please let me know your availability for a meeting in the coming weeks. I look forward to your 

response and to continuing our successful partnership. 

Thank you for your attention to this matter. 

Best regards, 

[Your Name] 

[Your Position] 



[Your Company] 


