
Contract Renewal and Amendment Letter 

[Your Name]  

[Your Position]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date] 

[Recipient Name]  

[Recipient Position]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code] 

Dear [Recipient Name], 

Subject: Renewal and Amendment of Contract 

We hope this message finds you well. As our current contract [Contract Number/Name], dated 

[Start Date], is nearing its expiration on [Expiration Date], we would like to discuss the renewal 

and any necessary amendments to ensure our continued collaborative efforts. 

We propose the following amendments:  

• Amendment 1: [Describe amendment] 

• Amendment 2: [Describe amendment] 

• Amendment 3: [Describe amendment] 

We believe these changes will enhance our partnership and align with our mutual objectives. We 

would appreciate the opportunity to discuss this further at your earliest convenience. Please let us 

know your availability for a meeting. 

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

Sincerely, 

[Your Name]  

[Your Position]  

[Your Company] 


